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ABSTRACT 

This handbook is intended to serve as a guide for 
governing the operation and management of the Volunteer Management 
Support Program (VMSP). Outlined in the section on program guidelines 
are the structure and operations of the VMSP. The remainder of the 
guide, which deals with volunteer guidelines, explains VMSP volunteer 
responsibilities, recruitment, and orientation; service benefits 
(financial, health and insurance, vacation and leave, career 
development and training, and civil service benefits); service rights 
and protections, service prohibitions and restrictions; and 
volunteer-related administrative policies (general administration, 
financial support, volunteer status changes, taxes and transportation 
policies). Appendixes to the handbook include 15 forms needed to 
administer the VMSP. (MN) 
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VOLUNTEER MANAGEMENT SUPPORT PROGRAM 



Clarifications and Additions to the 
Volunteer Management Support Program Handbook 

ADDITIONAL VOLUNTEER FINANCIAL SUPPORT BENEFIT Pages 15 and 40-41 

ACTION and MB DA have agreed to provide VMSP Volunteers with the monthly 
stipend of $75 as currently provided to ACTION'S VISTA Volunteers. This 
stipend is intended as a readjustment allowance to offset expenses after 
expiration of the Volunteer's term of service. The procedures governing 
that provision are as follows: 

0 Upon being sworn-in as a VMSP Volunteer, a monthly stipend of $75 
begins to accrue to the VMSP Volunteer's account. The total amount 
accrued to date will be reflected on the Volunteer's regular earnings 
statement. 

0 Because* this stipend is intended as a readjustment allowance, it 
is not normally paid until termination; however, under certain 
one-time, non-routine circumstances a withdrawal may be approved by 
the Director of the Volunteer Management Support Program. Examples 
of such circumstances are - 

(1) Payment of unusual family or other emergency expenses, and 

(2) Dental or medical care not covered by ACTION health 
benefits. 

In no case will a withdrawal be approved which will lower the 
Volunteer's accrued stipend balance below $300. 

A request for withdrawal from stipend must be made in writing to 
the ACTION/VMSP Director, stating the reason that it is needed. 
In emergency situations, however, the initial request and approval 
may be verbal, to be confirmed later in writing. Requests should 
be forwarded to - 

ACTION/VMSP Director 

806 Connecticut Ave* , N.W. 

Room 1003 

Washington, D.C. 20525 

0 In the next-to-last regular pay check prior to scheduled termina- 
tion date, the Volunteer will be paid $300 of the accrued stipend. 
However, if the Volunteer has already been paid a part of the 
accrued stipend, and the $300 payment would leave a stipend balance 
less than $300, the Volunteer will receive, prior to termination, 
only the difference between $300 and the amount of the accrued 
stipend. 

The balance of the accrued stipend will be paid approximately four 
to six weeks after termination if service is completed as scheduled 
and termination documents are submitted on a timely basis. If the 
Volunteer terminates early, the stipend payment may be delayed 



beyond four weeks because of the necessity to audit the Volunteer's 
account for possible overpayments. 

6 Federal income tax and Social Security (FICA) deductions are 
withheld from the stipend at the time of payment. As with the 
other VMSP Volunteer allowances, the stipend is subject to State 
tax and it is the Volunteer's responsibility to determine and 
conform to State tax laws by contacting the State tax office. 

II. CLARIFICATION OF SPECIALIZED TRAINING Page lk 

Limited funds will be made available to support those specialized training 
needs identified and agreed to by the Volunteers, their VMSP supervisor 
and the VMSP National Office which cannot be met with existing local 
resources. 

The VMSP/MBDCs, utilizing the Technical Assistance /Training Request Form 
provided by the ACTION/VMSP National Office, will identify local service 
providers for this training, the estimated cost of the training, Volunteers 
to be included in the training, and a justification of the value of the 
training requested. These forms, together with background information on 
the qualifications and experience of the providers, will be submitted to 
the ACTION/VMSP National Office which, after a final review, will submit 
them for processing to the ACTION Contracts Division. 
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Overview 



"The opportunity for full participation in our free enterprise 
system by socially and economically disadvantaged persons is 
essential if we are to obtain social and economic justice for 
such persons and improve the functioning of our national economy." 

Executive Order 11625, 1971 

Creating the Department of Commerce's 

Minority Business Development Agency 

"The purpose of this part is to strengthen and supplement efforts 
to meet a broad range of human, social, and environmental needs, 
particularly those related to poverty, by encouraging and 
enabling persons from all walks of life and from all age groups 
to perform meaningful and constructive volunteer service in 
agencies, institutions, and situations where the application 
of human talent and dedication may help to meet such needs/' 

ACTION'S Title I, Part C Authorization 

Domestic Volunteer Service Act 1973, as amended. 

The demonstration Minority Business Development Volunteer Management Support 
Program (VMSP) is based on a recognition by Department of Commerce's Minority 
Business Development Agency (MBDA) and ACTION of both an interrelationship 
of missions - 

°Both agencies 1 programming has been aimed directly at socially or 
economically disadvantaged individuals or communities, and 

°Both agencies 1 programming has been aimed at eliminating barriers, 
whether social or economic, to individual and community self-reliance 
and development, 

and the potential positive impact of a program which draws upon the cumulative 
experiences and diverse strengths of these two agencies - 

°MBDA f s decade of experience in fostering minority business development 
and growth, and 

ACTION'S decade of experience in fostering, through the use of full- 
time and part-time volunteers, community self-help efforts. 
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The overall goal of the VMSP is to demonstrate the capacity of full-time 
Allowanced ACTION Title I, Part C Volunteers to effectively assist MBDA's 
non-profit Minority Businee* Development Centers in their efforts to 
promote and expand minority business development and the capacity of the 
participating MBDCs to effectively utilize and supervise volunteers. 

Specific VMSP objectives are to: 

1. Identify means whereby volunteer citizen participation can facilitate 
the achievement of the minority business development goals of the 
MBDC program. 

2. Assure a high quality of VMSP Volunteers by establishment of a 
comprehensive recruitment and selection process, including develop- 
ment of site-specific Volunteer workplans and position descriptions. 

3. Assure the optimal performance of the VMSP Volunteers through imple- 
mentation of an effective Volunteer orientation and support system. 

4. Assure positive integration of VMSP workplan activities with ongoing 
MBDC program efforts. 

5. Increase the effectiveness of the VMSP Volunteers by assisting the 
participating MBDCs in identification of technical assistance and 
training needs of their VMSP Volunteers and strategies for identifying 
local resources to meet these needs. 

6. Provide on-going management review and assistance to VSMP Volunteers 
to assure maintenance of high quality of performance. 

7. Increase the MBDCs' ability to effectively utilize local volunteer 
resources through experience gained in volunteer recruitment and 
use and identification of the most effective of these recruitment 
techniques and uses for incorporation into a "how to and adminis- 
trative management" manual. 

This handbook will serve as the guide for goverring the operation and management 
of the Volunteer Management Support Program (V* J ). 
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Structure and Operations 



The VMSP is governed by an interagency agreement between the Department of 
Commerce's Minority Business Development Agency and ACTION, which provides 
for joint program policy and overall management responsibility. Utilizing 
ACTION'S Title I, Part C Volunteer legislative authority, the two agencies 
through the VMSP will provide tc MBDA-designated non-profit Minority Business 
Development Centers (MBDCs) up to three full-time allowanced Volunteers and 
necessary volunteer-related technical assistance and support services to 
assist the MBDCs in their efforts to promote and expand minority business 
development. The VMSP National Office will implement and manage the VMSP 
in close coordination with MBDA's Regional Offices, participating MBDCs, and 
appropriate ACTION Regional and State Offices. 

A. VMSP National Office 

The VMSP National Office represents both ACTION and MBDA which have 
shared policy and management oversight responsibility *or the VMSP. 
Since the VMSP utilizes Volunteers authorized under ACTION'S legislation, 
ACTION'S VMSP staff has day-to-day management responsibility for the 
Volunteer component. Therefore, ACTION/VMSP National Office will be 
responsible for the following VMSP administrative activities: 

1. VMSP Volunteer Workplan Development 

Based on an analysis of the designated MBDCs' contracted work- 
plans and in consultation with each MBDC's management stafx t 
will develop an overall site-specific 12-month Volunteer project 
workplan and individual Volunteer position descriptions, 

2. Volunteer Support System 

The VMSP Volunteer Support System will include initial VMSP Volun- 
teer processing i.e. approval/disapproval of MBDC's recommended 
Volunteer applicant for each position, conduct of a pre-service 
orientation and swearing-in ceremony, and enrollment; and the 
implementation and maintenance of Volunteer financial support, 
computer status tracking and health coverage. 

3. Volunteer-Related Technical Assistance and Training 

Assist the participating MBDCs in identification of th* VMSP 
Volunteers' technical assistance and training needs and strate- 
gies for identifying local resources to meet these needs. 
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4. Monitoring 



The VMSP Projects will be periodically monitored through review 
of Quarterly Progress Reports which also reflect VMSP Volunteer 
activities and accomplishments, through a raid-program assessment 
conducted by VMSP monitors to determine compliance with approved 
workplans and identify areas requiring additional attention 
and through feedback from VMSP projects' Regional MBDA monitors. 

5. Assessment and Evaluation 

A mid-year program assessment will be made based on the findings 
of the on-site monitoring end assessment visits and review of 
Quarterly Project Progress Reports. A final report will be 
developed which assesses the operations and accomplishments of 
the VMSP. The VMSP National Office will cooperate and coordinate 
with MBDA and ACTION on evaluation efforts, 

MBDA Regional Offices 

The MBDA Regional Director or his/her designee will coordinate and 
cooperate with ACTION on this program effort and will provide assistance 
through the following: 

1. VMSP Volunteer Workplan Development 

Assist in the development of VMSP site-specific workplan and 
Volunteer position descriptions for each participating MBDC in 
their Region. 

2. VMSP On-site Orientation Participation 

Represent MBDA at the pre-service orientation and the swearing-in 
ceremony for VMSP Volunteers. 

3. Promote VMSP Interface And Cooperation 

Provide assistance as needed to assure the maintenance of a 
positive interface and a high level of cooperation between the 
VMSP and MBDCs and, where appropriate and feasible, conduct 
jointly with the ACTION staff a mid-program monitoring site 
visit. 

4. Monitoring Feedback And Assistance 

Based on review of quarterly reports submitted by the MBDC, 
both on the VMSP and contracted MBDC workplans and on 
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monitoring visits conducted , provide feedback to the VMSP 
National Office on performance of the yMSP project(s) in 
their Region. 



C. ACTION Regional and State Offices 

Appropriate ACTION Regional and State offices will provide assistance 
to the VMSP by being responsible for the following: 

1. Securing Governors Approval For VMSP Volunteer Placement 

In line with the ACTION legislative requirement that prior to 
the assignment of full-time ACTION Volunteers to any project 
that a copy of the project's application or workplan must be 
submitted to that State's Governor for review and approval, the 
appropriate State or Regional office will seek such approval. 

2. Volunteer On-site Assistance 

Provide assistance, upon request, to the designated MBDCs in 
identifying potential recruitment sources, designing recruitment 
strategies, and explaining proper completion of LRV (Locally- 
Recruited Volunteer) Applications. 

3. VMSP On-site Orientation Participation 

Assist VMSP National Office staff in conducting pre-service 
orientation sessions for Volunteers and their MBDC supervisors 
regarding ACTION Volunteer guidelines, policies, and programs. 

4. Ongoing VMSP Volunteer Resource 

Provide ongoing assistance in coordination with the VMSP National 
Office to VMSP Volunteers and their MBDC supervisors in such 
areas as medical pre-authorization and use of medical consultants, 
swearing-in and orientation of Volunteer replacements. Upon 
specific request from the VMSP National Office, provide assistance 
with unanticipated volunteer management Issues or conduct special 
volunteer-related training. 

D. VMSP Minority Business Development Centers 

The VMSP Minority Business Development Centers will have responsibility 
for implementation and management of their VMSP project in compliance 
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with VMSP guidelines and policies. These responsibilities will include 
the following specific functions: 



1. MBDC/VMSP Volunteer Workplan Development 

Work with VMSP National Office staff on the development of an 
overall site-specific 12-month Volunteer project workplan and 
individual Volunteer position descriptions which will focus on 
advocacy/promotion of both the local MBDC mission and the overall 
MBDA mission including international trade, the development of 
a part-time volunteer component, and research and information 
dissemination supportive of these activities. 

2. Volunteer Recruitment and Selection 

Develop, with the assistance as needed of the appropriate ACTION 
Regional or State Office, a volunteer recruitment strategy; conduct 
volunteer recruitment and assure proper completion of ACTION Full- 
Time Volunteer Application forms; review applications and select 
applicants to be recommended to the VMSP National Office for each 
approved position; submit completed applications of recommended 
applicants to VMSP National Offire for review and approval/ 
disapproval; and, upon notificaticn from the VMSP National Office 
of approval, inform approved applicants of selection. 

3. Supervision of VMSP Volunteers 

Each MBDC will be responsible for the selection and assignment of 
an overall supervisor for VMSP Volunteers. The supervisor will be 
responsible for " 

""Participating in initial orientation and training for VMSP 
Volunteers and Supervisors. 

Conducting initial site-specific in-service orientation for 
VMSP Volunteers on their MBDC 1 s goals and objectives, VMSP 
project workplan and each Volunteer's specific position des- 
cription/work items, and developing career development plans 
with each low-income community Volunteer. 

""Identification, with VMSP National Office project monitor's 
assistance, of their VMSP Volunteers' technical assistance 
and training needs and strategies for identifying local 
resources to meet these needs. 

°Providing day-to-day supervision of each VMSP Volunteer's 
activities to assure that all workplan objectives will be 
met as planned and to assure compliance with VMSP guidelines 
and policies as they relate to their Volunteers' workplan 
activities and performance. 
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Maintaining on file full documentation of their VMSP 
project f s accomplishments, Volunteer time and atten- 
dance records, career development planning documents, 
technical assistance and training provided, and all 
other relevant correspondence and materials. 

facilitating the effective provision of and compliance 
with VMSP National Office volunteer support services and 
procedures such as grievances and appeals, including 
notifying the National Office immediately of any change in 
Volunteer status, delays or non-receipt of allowances, 
Health coverage claims or problems, grievances, etc. 

Periodically meeting individually with each VMSP Volunteer 
to assess the Volunteer f s performance and the Volunteer's 
contributions toward full achievement of workplan objec- 
tives and discuss any problem areas developing. 

°Review quarterly VMSP Progress Reports with their Volunteers 
prior to submitting to ACTION and MBDA and seek their input. 

Quarterly Reporting on VMSP Project Activities 

Utilizing ACTION'S Title 1, Part C Project Progress Report 
(ACTION Form A-1035) and attachments, MBDCs will report to the 
VMSP National Office and their MBDA project monitor on activities, 
accomplishments and problems in the operation of the MBDC's VMSP 
Project. One copy of this report will be attached to the MBDC's 
regular MBDA-required Quarterly Report and one copy will be 
submitted directly to the VMSP National Office. The address is: 



VMSP/ACTION 

806 Connecticut Avenue, N.W. 
Room M-1003 
Washington, D.C. 20525 



These Reports will be due no later than 30 days after the 
end of the quarter. 



VMSP Quarterly Reporting Periods 



Report Due 



Implementation - December 31, 1984 
January 1 - March 31, 1985 
April 1 - June 30, 1985 
July 1 - Project End Date 



January 30, 1985 
April 30, 1985 
July 30, 1985 
October 30, 1985 
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5. Final Report on Cumulative VMSP Project Activities 



The fourth quarter Project Progress Report will include a 12-month 
report of cumulative VMSP accomplishments against workplan objec- 
tives. 

VMSP Volunteers 

VMSP Volunteers, drawn from such sources as retired business persons, 
recent graduate or undergraduate business or accounting majors or 
students willing to take a one-year sabbatical, and interested 
community residents, will serve for 12-month terms of service. 

1. Volunteer Functions 

VMSP Volunteers will perform specific activities as detailed in 
their site-specific workplan and individual position description 
which will serve to advocate/promote both the local MBDC mission 
as well as the overall MBDA mission including the promotion of 
international trade, and research and information activities 
supportive of the advocacy/promotion effort. In addition, VMSP 
Volunteers will facilitate the creation and effective management 
of a strong part-time volunteer component to assist both wich VMSP 
workplan activities and activities that complement and go beyond 
ongoing MBDC efforts. 

2. Volunteer Benefits 

In return for their 12-month Volunteer service commitment, full- 
time VMSP Volunteers receive certain benefits, including the 
following: 

°Financial benefits - monthly subsistence allowance ($350-450 
per month based on Regional cost of living determinations) 
and a $70 one-time vacation allowance. 

°Free health benefit coverage and available low-cost life 
insurance. 

°Service-related training and career development counseling. 
°Service-related legal protection and support. 
°Other benefits including civil service employment credit. 
3. Service Restrictions 

While VMSP Volunteers derive the above listed benefits from 
their VMSP service, they are also bound by certain service- 
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related restrictions as a result of such service. A listing 
of Volunteer service prohibitions and restrictions is found on 
pages 33 through 38* 



Volunteer Service Responsibilities 

VMSP Volunteers have certain service-related responsibilities, 
including the following: 

°Read the VMSP Guideline Manual and Health Benefits Handbook 
prior to pre-service orientation. 

Participate in the pre-service orientation sessions and, 
after being officially sworn-in, in in-service training. 

°Fulfill the full-time service commitment to their project 
(normally averages AO hours per week) verified by completed 
daily time and attendance sheets. 

°Meet agreed-upon workplan and position description require- 
ments. 

°Ma±ntain a daily log of activities and summarize and submit 
to VMSP supervisor weekly, 

°Review Quarterly Project Progress Reports with VMSP super- 
visor prior to submission to ACTION and MBDA and provide 
possible input. 

°Notify, well in advance, supervisor and VMSP National 
Office of non-receipt of allowance checks, anticipated 
health benefits claims, and any planned status changes 
such as change of address or marital status, resignation, 
requested leave (for example - non-emergency medical, 
jury duty, military), etc* 



VMSP Volunteer 



ERIC 



The Minority Business Development Volunteer Management Support Program 
(VMSP) provides individuals who are concerned about and realize the 
importance of minority business development and growth to their communities, 
the unique opportunity to seek participation within their communities in 
a special federally-supported volunteer program specifically aimed at 
promoting and facilitating such development and growth. Such individuals 
are recruited locally and may be recommended for selection to serve as 
allowanced Volunteers with those MBDA-funded Minority Business Development 
Centers (MBDCs) participating in this program. 

As a volunteer adjunct to MBDA f s comprehensive Minority Business Develop- 
ment Centers (MBDC) program, the Volunter Management Support Program will 
specifically focus its volunteer efforts on strategies for effective 
minority business advocacy, increased private sector participation in and 
support of local minority enterprise efforts, and the generation and 
dissemination of supportive research and information. In support of these 
strategies, VMSP Volunteers 1 service activities will depend on the actual 
site workplan for the MBDC operating in their area but will generally 
encompass- 

Advocacy/Promotion 

VMSP Volunteers will focus on advocacy/promotion activities which 
complement and go beyond the regular MBDC advocacy/promotion of its 
and the MBDA mission. Such advocacy/promotion activities may 
include - 

°Organizing and coordinating conferences and workshops and 
making presentations which inform or provide inf ortnation to 
minority business enterprises (MBEs) and the local community 
concerning the operations and available services provided by 
MBDA and its MBDCs; 

°Preparing newsletters, articles, etc. to publicize the MBDA/MBDC 
program, MBE-related issues and activities, and the special 
achievements of local MBEs. 

Coordinating and facilitating the involvement of the private 
sector in support of MBE efforts, including the matching of 
private and public sector procurement opportunities with avail- 
able MBE products and services. 
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Part-Time Volunteer Recruitment and Management 



VMSP Volunteers will focus on the identification and recruitment 
of part-time community and corporate volunteers to assist both with 
VMSP workplan activities and ongoing MBDC activities. 

Supportive Research and Information Dissemination 

VMSP Volunteers will perform research and information activities, 
particularly in those areas supportive of their overall advocacy/ 
promotion objectives. 

While the VMSP provides an opportunity for any individual interested in 
promoting and facilitating minority business development and growth in 
their local community to seek to serve either as an allowanced Volunteer 
or a part-time community volunteer, this volunteer program is likely to 
be especially appealing to retired business persons, current or recent 
undergraduate or graduate business and economics majors, and individuals 
whose civic concerns are primarily business-f ocussed. 

A. Volunteer Recruitment & Selection Procedures 

VMSP allowanced Volunteers will be recruited and selected in the 
following manner: 

Utilizing the assistance as needed of the appropriate ACTION 
Regional or State Offices, the VMSP f s MBDCs will locally recruit 
potential VMSP allowanced Volunteers based on approved position 
descriptions/workplans. 

Potential allowanced Volunteers will complete the ACTION Locally- 
Recruited Volunteer (LRV) application forms. 

°After reviewing the LRV applications for completeness and accuracy, 
MBDCs will submit the applications of individuals that they are 
recommending for VMSP service to the VMSP National Office for 
review and approval/disapproval. 

°VMSP National Office will review LRV applications and notify 
MBDCs of approval/disapproval. 

°Upon notification from the VMSP National Office of approval, the 
MBDC will inform the approved applicants of selection. 

B. Volunteer Swearing-in and Orientations 

Upon notification of selection, the VMSP Volunteers will be advised as 
to when to report for swearing-in and initial orientation sessions. 



9 

ERLC 



12 

19 



These sessions will consist of and be conducted as follows: 



°The selected VMSP Volunteer candidates will be introduced to their 
designated supervisor, VMSP National Office representative, MBDA 
Regional representative, and ACTION Regional or State Official(s). 

°VMSP Volunteers candidates and their supervisors will be provided 
with initial orientation sessions covering the VMSP concept, 
policies, guidelines and handbooks; an overview of the MBDA 
mission especially as it relates to the Minority Business Develop- 
ment Centers Program; and the VMSP Volunteer support system i.e. 
financial support mechanisms, health benefits and life insurance 
coverage. 

°The selected Volunteer candidates will be sworn-in by either the 
VMSP National Office representative or ACTION Regional or State 
Office representative as VMSP Volunteers and will complete the 
swearing-in form, medical history and medical release forms, and 
the career planning information cover sheet, the life insurance 
and designation of beneficiary forms, and allowance-related forms 
which will be collected after the sessions. These forms will 
become a part of the individual Volunteer's file which will be 
maintained at rhe VMSP National Office in accordance with 
applicable Privacy Act regulations. 

At the beginning of the VMSP Volunteer f s service, the Volunteer's 
supervisor will conduct a site-specific in-service orientation for the 
VMSP Volunteer on the MBDC's goals and objectives, the VMSP project 
workplan and each Volunteer's specific position description/work items, 
and will work with those VMSP Volunteers who availed themselves of the 
opportunity to complete career development plans to develop such plans. 

C. VMSP Enrollment Processing 

The official enrollment process for the VMSP allowanced Volunteer is 
completed when the following actions occur: 

Enrollment of the Volunteer in the ACTION financial system which 
will provide timely payment of the Volunteer's allowance and 
determination of deductions such as taxes and life insurance 
coverage. 

Enrollment of the Volunteer in the ACTION Health Benefits Program 
and the provision of a health benefits identification card to the 
Volunteer. 

Placement of Volunteer service information into ACTION'S Volunteer 
computer tracking system to maintain accurate records of status 
changes and crediting of Volunteer service. 
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VMSP Volunteer Service Benefits 



In addition to the satisfaction of knowing that through their efforts 
greater opportunities have been made available for minority participation 
in the free enterprise system, individuals who become VMSP Volunteers 
derive certain special benefits. These special benefits are as follows: 

A. Financial benefits 

1. Subsistence Allowance 

Sworn VMSP Volunteers are provided with a monthly subsistence 
allowance to cover the cost of food, housing, and other basic 
necessities during service. The amount of the subsistence 
allowance is identical to the amount which VISTA Volunteers 
receive within the ACTION geographical region in which the 
volunteer serves. For information on the means of payment, 
see Administrative Policy section. 

2« Exclusion of Allowance From Calculation of Benefits Under Federal, 
State, and Local Assistance Programs 

Section 404(g) of the Domestic Volunteer Service Act of 1973 
as amended provides that any payments received under the Act 
shall not in any way eliminate^ or reduce the level of, or 
eligibility for assistance or services any Volunteers may be 
receiving under any government program unless the Director 
of ACTION determines that such payments exceed the applicable 
minimum wage. This section is designed to insure that persons 
and families of persons receiving benefits (assistance or 
services) under any Federal, State, or local governmental 
program prior to entering VMSP Volunteer service do not lose 
these benefits as a result of Volunteer service. For example, 
persons who are receiving welfare benefits prior to entering 
VMSP Volunteer service should not have their allowances counted 
to determine whether they are still eligible for welfare benefits 
for their dependents (unless they fall within the exceptions 
cited above). 

Section 404(g) also applies to persons who are eligible for 
assistance or service while serving as Volunteers for reasons 
not related to their Volunteer service e.g., a VMSP Volunteer 
who turns 65 while serving as a Volunteer and becomes eligible 
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for social security benefits. VMSP income would not be counted 
in determining eligibility for, or the level of, social security 
benefits* 

In all instances, the ultimate question of eligibility will have 
to be resolved by the agency responsible for administering the 
assistance program. Volunteer should always discuss individual 
circumstances with the appropriate agencies. 

° Food Stamps - Regulations issued in June 1979 (7 CFR 273.9), 
by the Department of Agriculture, which administers the Food 
Stamp program, stipulate that those full-time Volunteers who 
were receiving food stamps prior to joining ACTION Volunteer 
service do not have their food stamp allotment reduced as a 
result of receiving Volunteer allowances. Any Volunteers 
not receiving food stamps prior to becoming a full-time VMSP 
Volunteer will have their allowances counted as income for 
purposes of determining their level of food stamp eligibility. 

° Social Security Disability Benefits - As a result of a ruling 
issued by the Social Security Administration in September 1979, 
the Social Security Administration no longer evaluates either 
the allowances paid to or activities performed by full-time 
Volunteers in determining their continued eligibility for 
Social Security disability benefits. This means that persons 
who are receiving disability benefits before becoming a full- 
time VMSP Volunteer may continue to receive benefits during 
their volunteer service, regardless of the amount of allowances 
paid by the VMSP or the nature of the duties performed in the 
Volunteer assignment. 

° Work Incentives Programs - Voluntesrs who are entitled to 
receive assistance or services under any governmental program 
(e.g. Aid to Dependent Children, Medicaid, etc.) prior to 
enrollment as a Volunteer shall not be denied such benefits 
because o£ the Volunteer f s refusal or failure to register, 
seek, or accept employment or training during the period of 
Volunteer service. Low-income VMS? Volunteers are, thus, 
exempt from the requirements of the Work Incentive (WIN) or 
similar programs while in VMSP service. The Domestic Volun- 
teer Service Act as amended, section 404(g)(2) specifically 
states : 

"Notwithstanding any other provision of law, a person 
enrolled for full-time service as a Volunteer under 
Title I of this Act who was otherwise entitled to receive 
assistance or services under any governmental program 
prior to Volunteer's enrollment shall not be denied such 
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assistance or service because of such Volunteer's failure 
or refusal to register for, seek, or accept employment 
or training during the period of such service." 

3. Student Loans 

The Higher Education Act of 1965, as amended, exempts ACTION 
Volunteers from repayment of National Defense Educational Act 
(NDEA) loans incurred prior to their ACTION Volunteer years for 
a period of service not to exceed three years. 

If a Volunteer wishes to defer payment of an NDEA loan, he should 
obtain the necessary forms from the university from which the loan 
was obtained and, in order to obtain certification, send these 
forms, along with a written request, to: 

ACTION/VMSP, Room M-1003 
806 Connecticut Avenue, N.W. 
Washington, D.C. 20525 

Repayment of other college loans may also be deferred, but solely 
at the discretion of the lending institution. If the lender is 
willing to defer payment, the Volunteer should obtain the necessary 
forms from the lender and forward them to the above address for 
certification. If the lender has no required forms, a letter of 
certification of VMSP service can also be obtained from the ACTION/ 
VMSP at the same address given above. 

B. Health and Life Insurance Benefits 

1. Comprehensive Health Benefits Coverage 

VMSP Volunteers are provided with comprehensive health benefits 
which include health insurance and coverage for job-related injuries 
or illnesses, and are provided assistance by the VMSP National 
Office through the Volunteer Support Liaison. These benefits, 
related policies and procedures are explained in detail in the 
ACTION Full-Time Domestic Volunteer Health Benefits Program Handbook . 
A copy of the Health Benefits Handbook is given to every Volunteer 
at initial orientation and to every VMSP supervisor. The remainder 
of this section is merely an outline of the Health Benefits and 
should not be relied upon by the Volunteers in determining their 
coverage in specific situations. The only source of written 
detailed guidance to be used by the Volunteers is the Health 
Benefits Handbook. 
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(a) Coverage 



Coverage begins automatically on the first day of VMSP service 
and applies only to the Volunteers and does not extend to their 
spouses and/or other dependents. Coverage ends on the date of 
termination as a VMSP Volunteer. Coverage under the Health 
Benefits program includes payment for most medical and surgical 
costs, hospitalization, prescription drugs, and certain dental, 
vision and maternity care. Treatment of a pre-exiating condition, 
i.e., any medical condition which existed within the two-year 
period preceding the Volunteer's entry into VMSP is not covered 
under the ACTION Health Benefits Program. A detailed explanation 
of all coverage and exclusions is given in the Health Benefits 
Program handbook. 

(b) Conversion Privilege 

ACTION Health Benfits coverage ends at midnight on the day a 
Volunteer terminates. However, upon termination from service, 
a Volunteer may convert from the group coverage plan provided 
under the ACTION Full-Time Domestic Volunteer Health Benefits 
Program to a private health insurance program administered by 
the local Blue Cross and Blue Shield Plans. The Volunteer's 
option to convert to private insurance must be exercised within 
30 days of the date of termination from service. A conversion 
application form must be completed by the Volunteer (see appendix) 
and sent to: 

Group Hospitalization, Inc. 
550 12th Street, S.W. 
Washington, D.C. 20024. 

Application forms may be obtained from the ACTION/VMSP National 
Office. 

(c) VMSP Volunteer Support Liaison 

The VMSP Volunteer Support Liaison located in the VMSP National 
Office has overall responsibility for the following health 
support services: 

1. Issues Volunteer Blue Cross/Blue Shield indentif ication cards; 

2. Collects baseline medical data on each Volunteer using the 
Report of Medical History Form, which is filled out by each 
Volunteer immediately following swearing-in. This form is 
used to determine the health status of the Volunteer at the 
time of his/her entry into VMSP service. The VMSP National 



Office keeps all Reports of Medical History Forms in Volunteers' 
medical files during their service. Medical files are maintained 
in the VMSP National Office in accordance with all pertinent 
provisions of the Privacy Act; 

3. Assists Volunteers in processing medical claims and Federal 
Employees Compensation Act (FECA) claims; and, 

4. Coordinates activities with the Regional Volunteer Support 
Specialists (Regional Volunteer Services Coordinator) fo~ use 
of Regional Medical Consultants. 

(d) Regional Medical Consultants 

Each ACTION Region has Medical, Psychiatric, and Dental consultants 
who advise the VMSP Volunteer Support Liaison and the Regional Volun- 
teer Services Coordinators on specific medical, psychiatric, and 
dental problems concerning Volunteers. These consultants are medical 
professionals utilized by ACTION on a part-time basis to assist in 
the management of Volunteer health problems. 

At times the Volunteers may be contacted directly and/or be requested 
to provide information to these consultants so that health problens 
affecting the Volunteer raay be effectively resolved. All information 
provided to consultants, as well as to the VMSP Volunteer Support 
Liaison is treated confidentially and is not released without the 
Volunteer's consent. 

(e) Notification and Pre-Authorization Procedures 

In case of accident, illness, or need for hospitalization, the Volunteer 
must do the following: 

1. Notify their VMSP supervisor who will be responsible for notifying 
the VMSP Volunteer Support Liaison immediately if the accident or 
illness is of a serious nature. 

2. Notify the VMSP Volunteer Support Liaison of the need for any 
hospitalization and/or surgery before it occurs, except in cases 
of obvious emergency or acute illness. If hospitalization and/or 
surgery is planned, the Volunteer must inform the VMSP Volunteer 
Support Liaison why the hospitalization and/or surgery is needed 
and provide the name, address, and telephone number of the attending 
physician. 

3. No medical claims relating to elective (non-emergency) hospitali- 
zation and/or surgery will be paid. If there is any question 
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concerning whether or not the care is elective, immediately 
contact the VMSP Volunteer Support Liaison who, in conjunction 
with the Regional Volunteer Services Coordinator and the Regional 
medical or psychiatric consultant, will determine if the treatment 
is elective or allowable. All such claims must be sent to the 
VMSP Volunteer Support Liaison for review, approval, and, if 
approved, submission for payment. 

A. In general, ACTION will not authorize payment for pre-existing 

conditions, for cosmetic surgery unrelated to repair of accidental 
in jury, for elective care, or for removal of nodules or polyps 
in Volunteers under the age of 30 . In addition, bills for 
authorized procedures are still reviewed by Group Hospitalization, 
Inc., to ensure that all services provided to Volunteers are 
allowable, and that the charges are "usual, customary, and 
reasonable" in the area in which the services are provided. 

(f ) Medicare and Medicaid Coverage 

Volunteers who are entitled to coverage by Medicare must first file 
their claims with Medicare. The balance of the allowable claim 
which is unpaid by Medicare will be paid by the ACTION Health 
Benefits Program. An Explanation of Benefits Form, issued by the 
Medicare Program, mu&t accompany all claims submitted to the ACTION 
Health Benefits Program by Volunteers covered by Medicare. 

The ACTION Health Benefits Program is considered the primary provider 
of benefits for Volunteers who are also covered by Medicaid or 
other similar state health benefit programs. Therefore, Volunteers 
who are eligible for coverage under such programs should seud their 
claim to the VMSP Volunteer Support Liaison who will submit it 
through the ACTION Health Benefit Program. However, if the ACTION 
Health Benefits Program does not provide benefits for a particular 
medical service, Group Hospitalization, Inc. will send a letter to 
the Volunteer stating the reason for the rejection and will attach 
all relevant bills submitted by the Volunteer. The rejection 
letter should then be attached by the Volunteer to the claim when 
he/she files it with Medicaid or other appropriate state health 
benefits programs. 

(g) Personal Health Insurance Coverage 

Volunteers may continue their own private health insurance during 
their service as a full-time allowanced VMSP Volunteer. Older 
Volunteers, or Volunteers with pre-existing conditions, may wish 
to do this to ensure that they will have the type and amount of 
coverage they need when they leave Volunteer service. Volunteers 
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with dependents also may wish to continue private coverage since 
spouses and dependents are not covered under the ACTION Health 
Insurance Program . However, if a Volunteer decides to maintain 
his/her private insurance policy, ACTION insurance will ordinarily 
pay only for those benefits not paid by the Volunteer's private plan. 

(h) Federal Employees f Compensation Act (FECA) 

A full-time allowanced ACTION Volunteer is considered an employee 
of the Federal Government for purposes of coverage under the 
Federal Employees 1 Compensation Act (FECA) which is administered 
by the Office of Workers ? Compensation Programs (OWCP) of the 
Department of Labor. This office is solely responsible for 
the adjudication of FECA claims. 

FECA provides compensation benefits for a Volunteer's illness or 
injury if it is service-related, i.e., caused or aggravated by the 
performance of a Volunteer assignment. However, the Volunteer will 
not be covered by FECA if the injury or disability results from 
his/her own misconduct, intoxication, or willful intent to bring 
about the injury or death of himself /herself or another. 

Benefits approved under FECA begin after termination from service and 
include payment for continuing medical care and compensation for wage 
loss and permanent impairment of certain members or functions of 
the body in the event of a service-related disability. The Act also 
contains provisions for payment of certain death benefits such as 
shipment of body, funeral and burial costs and survivor benefits if 
the Volunteer's death occurs during performance of official duties. 

Please consult the ACTION Health Benefits Handbook for claims procedures 
and appeal procedures. 

Life Insurance 

VMSP Volunteers may purchase term life insurance under a group policy with 
the Northwestern National Life Insurance Company. Official enrollment in 
the group plan is voluntary, and is accomplished at the time of swearing-in. 
Those who do not wish to enroll in the group life insurance policy must 
complete a Waiver of Coverage form which is provided at the time of swearing- 
in. Those who do purchase the insurance must complete a Designation of 
Beneficiary form at the time of swes 'ic-in. 

Insurance coverage is $12,000 on all Volunteers who are at the time of 
their enrollment under the age of 60, $6,000 for those 60-69, and $3,000 
for those 70 and over. 




The cost of the insurance premium is deducted from the Volunteer's 
biweekly subsistence allowance. During 1984, for example, the cost 
biweekly was $1.43. Volunteers will be advised of any changes in 
premium rates. 

Coverage begins at the time of swearing-in, but premium deductions 
do not begin until the first full pay period. The Volunteer will 
receive a Certificate of Coverage from the VMSP National Office at 
the time of enrollment in the insurance plan. 

Volunteers may cancel their life insurance or waive further coverage 
at any time by informing the ACTION/VMSP National Office in writing. 
If the Volunteer waives coverage he/she cannot subsequently be covered 
during current service without undergoing a physical exam at his/her 
own expense and submitting a Group Evidence of Insurability form to 
the VMSP National Office. This form may be obtained from: 

Northwestern National Life Insurance Company 
Box 20-Group Dept. 
Route No. 2686 

Minneapolis, Minnesota 55472. 

Acceptance of the Volunteer's application at that time is determined 
solely by the insurance company. 

Life insurance coverage ends 31 days after the date on which the Volun- 
teer's service terminates. The Volunteer may convert to an individual 
life insurance policy without a medical examination, if application for 
conversion is made within one month of termination. Forms for conversion 
and information about rates may be obtained from the ACTION/VMSP National 
Office. 

Leave and Vacation Benefits 

1« Vacation Leave and Leave Allowance 

After a Volunteer completes six months of service, he/she is 
eligible for seven calendar days of leave, and a leave allowance 
of $70.00 minus taxes which is paid at the beginning of the 
seventh month of service. This leave is taken at a time agreed 
upon by the VMSP supervisor and the Volunteer. Normally, no 
leave is granted during the first four months, or during the 
last month of service. The leave allowance is not available to 
Volunteers wishing to take leave before they complete six months 
of service. During leave, all regular Volunteer support allowances 
are continued. Volunteers pay their own travel expenses during 
vacation leave* 
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2. Emergency Leave 

The VMSP/MBDC will grant the Volunteer up to one week of emergency 
leave if a member of the Volunteer's immediate family (spouse, mother, 
father, brother, sister, child, or guardian) becomes critically ill 
or dies* Any additional time away from the project requires the 
approval of the ACTION/VMSP National Office and the allowance may be 
discontinued during this extended period. Emergency leave does not 
apply against the Volunteer's vacation leave. 

If circumstances require the Volunteer to take emergency leave, he/ 
she should notify his/her VMSP supervisor at once. The supervisor 
will, in turn, inform the ACTION/VMSP National Office. 

3. Military Reserve Leave 

A Volunteer will be granted military leave to attend weekly or 
monthly reserve training sessions, as well as two weeks active 
duty training. Such leave will not count against vacation leave. 
The Volunteer should notify the VMSP supervisor prior to taking 
military reserve leave and upon returning from such leave. 

The VMSP supervisor will notify the ACTION/VMSP National Office of 
the exact dates during which a Volunteer is on military reserve 
leave and whether or not the Volunteer will be receiving military 
reserve duty pay. During any period of military reserve leave in 
which the Volunteer receives pay from the military, the VMSP subsis- 
tence allowance will be discontinued. The VMSP National Office 
will provide a Form V-14 giving these dates to the Volunteer Payroll 
Section to discontinue the subsistence allowance. 

4. Jury Duty 

Volunteers are subject to jury duty when called upon to do so and 
will be granted the necessary time away from project duties in order 
to serve on a jury. Volunteer allowances will be paid as usual 
during the period of jury duty. Time spent in jury duty is not 
counted as part of a Volunteer's vacation leave. 

D. Career Development and Training 

1. Career Development 

The Domestic Volunteer Service Act of 1973, as amended, directs ACTION 
to provide career development assistance to low-income community 
Volunteers. They are, therefore, offered the opportunity to develop 
an individual career plan. The intent of this plan is to build upon 
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the experience and interest of Volunteers by offering them an oppor- 
tunity to take advantage of available resources in their community 
during their period of service as a VMSP Volunteer. 

The Career Planning Information Cover Sheet will be provided to the 
low-income community Volunteers for completion during the initial 
on-site orientation session. One copy of the completed Career Planning 
Information Cover Sheet will be g* .en to the Volunteer applicant and 
one copy will be kept in the project f s VMSP files. Each of these 
Volunteers and their supervisors will meet to complete Part I of the 
Career Development Plan within 30 days of service and will update that 
Plan no later than 120 days prior to the end of service. The VMSP 
supervisor will, in conjunction with the agreed-upon Plan, assist the 
Volunteer in identifying locally-available resources, such as the 
Private Industry Council, which will assist the Volunteer in meeting 
career development goals, and will provide career-development related 
counseling in such areas as resume preparation and interview techniques. 

2. Specialized Training 

Specialized training may be provided to the Volunteers which will not 
only improve their ability to perform their Volunteer service functions 
but will also increase their marketable skills. Such training would be 
based on an analysis of the Volunteer f s workplan, background and abili- 
ties, and may be delivered on either a group or individual basis. 

Civil Service Benefits 

Volunteers enrolled for a period of service of at least one year are entitled 
to the following Federal Civil Service benefits: 

1. VMSP service may be credited in connection with subsequent employment 
in the same manner as a like period of regular civilian employment 

by the Federal government. This credit will apply to the retirement 
system for civilian employees of any U.S. Government agency. 

2. VMSP service will apply toward purposes of determining seniority, 
reduction-in-force and lay-off rights, leave entitlement, and other 
rights and privileges based upon length of service under laws admin- 
istered by the Office of Personnel Management (formerly the Civil 
Service Commission) and other laws establishing terms and conditions 
of service of Federal civilian employees. 

3. VMSP service, however, is not credited toward completion of any proba- 
tionary or trial period or completion of any service requirement for 

a career appointment. 
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VMSP provides its Volunteers with a number of specific rights and 
Sections, both individual and service-related. These rights and 
tections, which must be observed and implemented by ACTION, the VMSP, 

participating MBDCs and Volunteers, are described below. 

VMSP Volunteer Service Rights and Protections 

The VMSP Volunteers are provided a number of individual rights and 
protections related to their volunteer service and various avenues 
for expressing any concerns or suggestions regarding the terras and 
conditions of VMSP service. The avenues include formal grievance 
procedures as well as opportunities to express their concerns at 
required periodic meetings with their VMSP supervisor, and the oppor- 
tunity where feasible to express such concerns or suggestions directly 
with the VMSP National Office representative during regularly scheduled 
on-site monitoring visits or at other times if deemed serious and 
immediate* The views and concerns of VMSP Volunteers will also be 
incorporated into an assessment report developed by the VMSP National 
Office* In addition, VMSP Volunteers have the following specific 
service-related protections: 

1. Civil Rights 

Sponsoring organizations are obligated to comply with the Civil 
Rights Act of 1964 (P»L, 88-352 ) to assure that no person shall, 
on the grounds of race, color, sex, or national origin, be 
excluded from participation in, be denied the benefits of, or 
be otherwise subjected to discrimination under any program or 
activity for which the sponsoring organization receives Federal 
financial assistance either directly of indirectly from ACTION* 

ACTION is prohibited from providing financial assistance to any 
organization unless the grant, contract, or agreement authorizing 
it specifically provides that no person with responeiblities for 
the operation of the organization will discriminate with respect 
to the program because of race, creed, belief, color, national 
origin, sex, age, handicap, or political affiliation. ACTION 
regulations with respect to Civil Rights Act compliance are 
found in the Code of Federal Regulations, 45 C.F.R», Part 1203 • 

Section 417(a) of Public Law 93-113 provides that any program, 
project or activity to which Volunteers are assigned under this 
Act shall be deemed to be receiving Federal financial assistance* 




Age Discrimination 



The Age Discrimination Act of 1975 (42 U.S.C. 6101) prohibits 
discrimination on the basis of age in programs or activities 
receiving Federal funds. 

Discrimination Against the Handicapped 

The Rehabilitation Act of 1973^ Section 504 (29 U.S.C. 794 ) prohibits 
qualified handicapped persons from being denied the benefits of, or 
participation in, any federally-assisted program solely on the basis 
of the handicap. Sponsors are required to make every reasonable 
effort to assure equal access to facilities on the part of handicapped 
volunteers. Any special restrictions in terms of equal access should 
be noted by the MBDC on the VMSP Volunteer position description, 
individual workplans, and position announcements. 

Discrimination Complaints 

Section 417 (c) of the Domestic Volunteer Service Act was amended in 
1979 to extend to applicants for enrollment and Volunteers serving 
under the Domestic Volunteer Service Act (42 U.S.C. 4951 et seq .) 
the nondiscrimination policies and authorities set forth in Section 
717 of the Civil Rights Act of 1964, Title V of the Rehabilitation 
Act of 1973, and the Age Discrimination Act of 1975. 

Pursuant to this amendment, regulations were written establishing a 
procedure for the handling of allegations of discrimination based 
on race, color, national origin, religion, age, sex, handicap, or 
political affiliation which arise in connection with the enrollment 
or service of full-time Volunteers in ACTION. See Appendix for the 
complete text of the Complaint Procedure. 

Removal or Suspension from Assigned Project 

VMSP Volunteers are protected against unwarranted removal or suspen- 
sion from service by administrative policies and procedures as 
described under Administrative Policies. These policies stipulate 
specific grounds for suspension, termination or transfer of a VMSP 
Volunteer as well as the Volunteer's appeal rights. 

Grievances 

During a Volunteer's service, a situation may arise which directly 
affects the Volunteer's work and which the Volunteer believes denies 
or infringes on a right or benefit, or violates regulations governing 
the terms and conditions of service. 
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Volunteers may present and obtain resolution of grievances either 
informally or formally. The Volunteer may first bring an informal 
grievance to the attention of the project sponsor and the ACTION/VMSP 
National Office in an attempt to resolve the problem. If £he 
Volunteer is dissatisfied with the informal resolution, a formal 
complaint may be presented to the ACTION/VMSP National Office in 
line with the Volunteer Grievance Procedures which are described 
in the Appendix. These procedures should be read in their entirety 
before filing a grievance. 

Evaluation 

The performance of each VMSP Volunteer will be evaluated by his/her 
VMSP supervisor and reviewed with the Volunteer at least quarterly. 
A written performance evaluation will be completed one month prior 
to completion of the Volunteer's 12-month of service. An existing 
performance evaluation form may be utilized or a new form may be 
developed for this purpose. In all cases the Volunteer will be 
provided a copy of the proposed evaluation form as early after the 
beginning of service as practical and provided the opportunity 
to discuss the performance indicators. At the time the evaluation 
is completed, the Volunteer will be given the opportunity to review 
and comment upon the performance evaluation with the supervisor, and 
confirmation of the Volunteer's review as well as any substantive 
comments should be noted on the evaluation. 

Disclosure and Garnishment Protection 

(a) Disclosure And Use Of Volunteer Address & Telephone 

It is the policy of the VMSP that the project site (MBDC) mailing 
addresses of volunteers are public knowledge, and should be disclosed 
freely. Volunteers 1 private , or personal addresses and telephone 
numbers will be used by the VMSP and the appropriate MBDC for internal 
administrative purposes. A Volunteer's private address and telephone 
number may only be disclosed by the VMSP or the appropriate MBDC with 
the express prior written permission of the Volunteer, except in 
those circumstances authorized by the ACTION agency regulations 
concerning the Privacy Act (45 CFR 1224 ). This non-disclosure policy 
is based on the fact that disclosure would constitute an unwarranted 
invasion of a Volunteer's privacy. 

(b) Freedom of Information and Privacy 

The Freedom of Information Act (5 U.S.C. 552 ) gives citizens the 
right, with a few basic exceptions, to inspect Federal records and 
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have access to information maintained by the Federal Government. 
ACTION Order 1620.4, Freedom of Information Act Regulations , dated 
November 3, 1975, explains the Act and ACTION'S regulations 
implementing the Act. 

The Privacy Act (5 U.S.C. 552a ) gives citizens a proprietary right 
to their records and control over information maintained about them 
by the Federal Government. This applies to systems of records that 
contain personal data and where the individual record can be located 
by name, or assigned personal identifier. ACTION Handbook 1620.4, 
Implementation of the Privacy Act , dated August 20, 1979, explains the 
Act and ACTION'S regulations implementing the Act. 

(c) Commercial Creditors 

The VMSP is not responsible for debts incurred by Volunteers to 
commercial creditors. The VMSP has no authority to act as an inter- 
mediary to collect private debts on behalf of a claimant, nor does 
the staff have the authority to direct Volunteers to take specific 
action concerning their financial affairs. The VMSP cannot judge 
the validity of a claim. 

Volunteers are encouraged to pay all legal debts promptly to avoid 
creating a situation which would impair the Volunteers 1 ability 
to perform their duties. In case of continued financial irrespon- 
sibility by a Volunteer to the extent of embarrassment or adverse 
reflection upon the project or VMSP, administrative or disciplinary 
action may be recommended by the MBDC to the ACTION/VMSP National 
Office which could result in termination of the Volunteer. 



VMSP allowanced Volunteers are considered Federal employees for the 
purpose of coverage under the Federal Tort Claims Act. Under this 
Act, the Federal Government assumes liability for any damage to 
property or injury to third persons caused by a Volunteer which 
arise out of his/her official duties as a Volunteer and for which 
the Volunteer would be liable under local law. 

If any claim is made against a Volunteer with respect to an auto- 
mobile accident or other damage allegedly caused during the course 
of the Volunteer 1 8 project work, the Volunteer should immediately 
report such claim to his/her supervisor or sponsor who, in turn, 
will contact the ACTION/VMSP National Office. Refer to the Trans- 
portation section of the Administrative Policies for the procedures 



B. Service-Related Legal Protection and Support 



1. Federal Tort Claims Act Coverage 
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to be followed in the event of an automobile accident involving 
Volunteer-owned, MBDC-owned, or other vehicles operated by the 
Volunteer. 

In cases of potential liability on the part of Volunteers for 
damage to property or injury to persons other than motor vehicle 
accidents, the Volunteer's sponsor /supervisor must immediately 
inform the ACTION/VMSP National Office which will, after consulta- 
tion with ACTION'S General Counsel, advise the sponsor as to what 
steps to take. 

Volunteers and sponsors are prohibited from making any statements 
to other parties of accidents concerning the ultimate liability 
of the Government on a particular claim. Statements concerning 
responsibility for an accident should only be made to government 
investigating officers. ACTION'S General Counsel will make the 
final determination as to , lether an accident occurred within the 
scope of the Volunteer's project-related activities and the extent 
of the Government's liability. 

Volunteers and sponsors are expected to give full cooperation to 
ACTION'S Office of General Counsel in obtaining necessary evidence 
and materials, and to the United States Attorney in the event any 
legal action is begun in connection with an accident. 

During off-duty hours, or in any situation in which Volunteers are 
not engaged in project-related activities, they are as liable as any 
other citizen for any damage or injury they cause. 

Legal Support 

Under the provisions of Section 419 of the Domestic Volunteer 
Act of 1973, ACTION may in certain circumstances and pursuant 
to regulations prescribed by the Director, pay expenses incurred 
in the defense of VMSP Volunteers in judicial and administrative 
proceedings. These include counsel fees, court costs, bail, and 
other costs incidental to the Volunteer's defense. 

(a) Legal Expenses 

It is ACTION policy to pay certain legal expenses where 
Volunteers are involved in criminal or civil judicial or 
administrative proceedings under the circumstances and in 
the situations set forth below: 
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Criminal Proceedings 



ACTION will pay all reasonable expenses for defense of full- 
time Volunteers up to and including arraignment in Federal, 
State and local criminal proceedings except in cases where 
it is clear that the charged offense results from conduct 
which is not related to his/her service as a Volunteer. 

Situations where conduct is clearly unrelated to a Volunteer's 
service are those that arise either (i) in a period prior to 
Volunteer service, (ii) under circumstances where the Volunteer 
is not at his/her assigned Volunteer project location, such as 
during periods of administrative, vacation, or emergency leave, 
or (iii) when he/she is at his/her Volunteer station, but the 
activity or action giving rise to the charged offense is clearly 
not part of, or required by, such assignment. 

Reasonable expenses in criminal proceedings beyond arraignment 
may be paid in cases where: 

(1) the charge against the Volunteer relates to his/her assign- 
ment or status as a Volunteer, and not his/her personal 
status or personal matters; 

(2) the Volunteer has not admitted a willful or knowing viola- 
tion of law; and 

(3) the charge(s) is not a minor misdemeanor, such as a minor 
vehicle violation for which a fine or bail forfeiture will 
not exceed $100. 

NOTE: There may be situations in which the criminal proceedings 
result from a situation which could give rise to a civil claim 
under the Federal Tort Claims Act. In such situations, the 
Justice Department may agree to defend the Volunteer's interest 
and that of the government. ACTION will not pay for additional 
private representation for the Volunteer. 

Civil Proceedings 

ACTION will pay reasonable expenses incurred in the defense of 
VMSP Volunteers in Federal, State and local civil judicial and 
administrative proceedings where: 

(1) the complaint or charge against the Volunteer is directly 
related to his/her volunteer service and not to his/her 
personal activities or obligations. 
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(2) the Volunteer has not admitted willfully or knowingly 
pursuing a course of conduct which would result in the 
plaintiff or complainant initiating such a proceeding, and 
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(3) if the judgement sought involves a monetary award, the 
amount sought exceeds $100, 

NOTE: In a suit brought against a Volunteer on a cause of action 
which is covered under the Federal Tort Claims Act, the Justice 
Department will usually intervene to substitute the U.S. Government 
for the defendent. In such situations, no additional legal assis- 
tance for the Volunteer will be required or paid for by ACTION. 

All fees and expenses paid shall be those as are normal and 
reasonable under the circumstances and may include those arising 
from any appeal from any criminal or civil proceeding. Expenses 
do not include fines or other penalties or payment to consult a 
lawyer if summoned as a witness in any proceeding. ACTION General 
Counsel will have the responsibility of determining the reason- 
ableness, as well as the question as to whether such fees and 
expenses are the responsibility of the Agency. The determination 
of the General Counsel shall be final and not subject to review. 
In no event shall the fees and expenses exceed those payable 
under the Criminal Justice Act (18 U.S.C. 3006A). 

(b) Legal Expense Procedures 

Criminal Proceedings 

(1) Immediately upon the arrest of any Volunteer under circum- 
stances in which the payment of bail to prevent incarcera- 
tion or other serioue consequences to the Volunteer or 
the retention of an attorney prior to arraignment is 
necessary and is deemed to be covered under ACTION legal 
expense policy, sponsor VMSP/MBDC) shall immediately 
notify the ACTION/VMSP National Office or the appropriate 
ACTION Regional Office. 

(2) Immediately after notification of the ACTION/VMSP National 
Office or ACTION Regional Office and their consultation 
with General Counsel, and with the approval thereof, the 
National or Regional Office will notify the sponsor 
whether to and with the approval thereof, the sponsor 
shall advance up to $500 for the payment of bail or such 
other legal expenses as are necessary prior to arraignment 
to prevent the Volunteer from being incarcerated. In 

the event it is subsequently determined that ACTION is 
not responsible under this policy for the Volunteer's 
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defense, any such advance may be recovered from allowances 
which are payable or become payable to the Volunteer. 

(3) Immediately upon receipt of notification from the sponsor, 
the VMSP National Office or the ACTION Regional Office shall 
notify ACTION f s General Counsel, giving all facts and circum- 
stances at that time known. Thereafter, the VMSP National 
Office and the ACTION Regional Office will cooperate with the 
General Counsel in making an investigation of all surrounding 
facts and circumstances and will provide such information 
immediately to the General Counsel. 

(4) The General Counsel shall, upon notification by the VMSP 
National Office or ACTION Regional Office, determine the 
extent to which ACTION will provide funds for the Volunteer's 
defense. Included in this responsibility shall be the negoti- 
ation of fees and approval of other costs and expenses. 
Neither the VMSP National Office nor the ACTION Regional 
Office are authorized to commit ACTION to the payment of 
Volunteer's legal expenses, except as provided above, without 
the express consent of the General Counsel. Additionally, 

the General Counsel shall, in cases arising directly out of 
the performance of authorized project activities, ascertain 
whether the service of the United States Attorney can be made 
available to the Volunteer. 

Civil and Administrative Proceedings 

Immediately upon the receipt by a Volunteer of the court 
papers or administrative orders making him or her a party 
to any proceeding deemed to be covered under ACTION legal 
expense policy, the Volunteer shall immediately notify 
his/her sponsor who in turn shall notify the ACTION/VMSP 
National Office or the ACTION Regional Office. The proce- 
dures referred to under Legal Expense Procedures-Criminal 
Proceedings, Section (3) and (4), shall thereafter be 
followed as appropriate. 

(c) Policy Reference 

The ACTION policy on payment of Volunteer legal expenses is 
published in the Code of Federal Regulations, Title 45, 
Part 1220. 
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VMSP Volunteer Service Prohibitions and Restrictions 



In addition to the benefits, rights and protections derived from VMSP 
Volunteer service, there are certain associated service-related prohibitions 
and restrictions which are also necessitated by enabling ACTION legislation. 
These prohibitions and restrictions are: 

A. Electoral and Lobbying Activities 

Since VMSP Volunteers are considered by law to be employees of the 
Executive Branch of the Federal government for the purposes of the 
Hatch Act which restricts political activities of Federal employees, 
Volunteers should not assume or accept positions of leadership, or 
become identified with a particular faction or group, or with a 
partisan or non-partisan political group in the communities in which 
they serve. 

The Hatch Act prohibits full-time Volunteers from engaging in partisan 
political activities of any sort at any and all times during their terras 
of service, including periods of official leave. This means that VMSP 
Volunteers are never "off-duty" for the purposes of the Hatch Act, 
Activities specifically prohibited under the Hatch Act include, but are 
not limited to, the following: 

1. Active participation in the affairs of any partisan political 
committee, party, or similar organization; 

2. Any solicitation on behalf of any such organization, or on 
behalf of any candidate; 

3. Any service in connection with any political meeting or rally, 
including addressing such meetings; 

4. Any activity at the polls, including furnishing transportation, 
helping get out the vote, acting as a checker, or otherwise 
for any party or candidate; 

5. Publication of any letter, article, etc. on behalf of any party, 
faction, or candidate; 

6. Involvement as a candidate f or any party; 
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7. Distribution of campaign materials or nomination petitions; 
and 



8. Engaging in any canvassing or solicitation drive for any party, 
faction, or candidate. 

Volunteers may join and privately support any party of their choice 
and may attend meetings, rallies, etc., provided such attendance or 
such involvement does not interfere with their performance of project 
duties. The Hatch Act does not prevent Volunteers from holding or 
expressing their views on political subjects as long as this is done 
privately and in such a manner as to avoid association of those 
private views with the VMSP program or the sponsor. It should again 
be stressed that the provisions of the Hatch Act apply at all times 
during VMSP service, egardless of whether the Volunteer is on-duty 
or off-duty. 

Additionally, the provisions of Section 403 of the Eomestic Volunteer 
Service Act prohibit the operation of any program assisted under this 
Act in such a manner as to involve that project or any personnel there- 
of, including Volunteers, with 

1. Any partisan or non-partisan political activity, or any other 
political activity associated vith a candidate or contending 
faction or group, in an election for public or party office; 

2. Any activity to provide voters or prospective voters with 
transportation to the polls or similar assistance in connection 
with any such election; or 

3. Any voter registration activity. 

These provisions require that project organizations 1 programs be operated 
in such a manner as to avoid involvement either of the Volunteers or of 
the project organizations' programs in any local political activity 
whether such activity is considered partisan or non-partisan. In addition, 
any voter registration activity in connection with ejections aust be 
avoided. 

While the Hatch Act applies only to partisan political activity, it 
should be noted that the provisions of the Domestic Volunteer Service 
Act as amended apply as well to political activity which is considered 
"non-partisan". This means that elections for local office which do 
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not carry partisan labels, such as elections for school boards and 
municipal officers, are included within the coverage of this section 
of the Act. 

Any questions as to the propriety of any political activity or any other 
activity which borders on this area should be referred to ACTION'S 
General Counsel before any activity is initiated. 

In addition to the electoral restrictions, the Act prohibits the use of 
Federal funds to support lobbying activities. Such activities include 
routine involvement of the Volunteer in attempts to influence the 
passage or defeat of either legislation or proposals by initiative 
petition with respect to particular issues. Exempt from this prohibition 
is Volunteer involvement in testimony, drafting services or representations 
made at the request of a legislative body, a committee of a legislative 
body, or legislative member , or Volunteer activity in support of an 
authorization or appropriation measure directly affecting the operation 
of the project in which the Volunteer is serving. 

For additional information on the electoral and lobbying restrictions 
implementation and enforcement provisions, see Appendix 16. 

B. Volunteer Service Prohibitions 

1. Unlawful Activities 

Any VMSP Volunteer is prohibited from pla:ning, initiating, 
participating in, or otherwise aiding or assisting in the conduct 
of any unlawful demonstration, rioting, or civil disturbance. 

The legality of any demonstration or similar activity will depend 
on local law. While carrying out their duties, VMSP Volunteers 
may, as part of the project, participate in lawful and non-political 
demonstrations which are approved by the project organization as 
part of its project activity and not in violation of any VMSP 
guidelines. Prior to initiating or engaging in any activity the 
legality of which is in doubt, the project organization or Volunteer 
should contact the ACTION/VMSP National Office. 

2. Unemployment Compensation 

VMSP Volunteers assigned to project organizations are not in an 
"employment" relationship with either the Federal government or 
the project organization for unemployment compensation purposes, 
and therefore, are not covered by unemployment compensation. 
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In addition, VMSP Volunteers cannot continue to receive unemployment 
compensation once they are officially enrolled in the VMSP because 
during their term ">f service they make a 24-hour-a-day commitment 
for 12 months and are therefore no longer available to accept employ- 
ment • 

VMSP Volunteers are not regarded as Federal employees except for 
certain purposes as specified in the Domestic Volunteer Service Act 
of 1973, as amended, including the Hatch Act, FECA, and the Federal 
Tort Claims Act. They are not regarded as Federal employees for 
purposes of unemployment compensation and the allowances received 
from ACTION are not regarded as wages for such purposes. 

VMSP Volunteers are not regarded as "employees 0 of project sponsors. 
They serve under the authority of Federal statute and are governed 
by Federal, not state, law. Their support payments come from Federal 
funds which may be used only for authorized purposes. Because Volun- 
teers are not legislatively considered employees, no contributions 
are made to State Unemployment Compensation funds and they therefore 
are not eligible for unemployment compensation as a result of VMSP 
Volunteer service. 

Supplemental Compensation 

Since VMSP Volunteers receive a subsistence allowance and other bene- 
fits such as health insurance coverage to provide for their basic 
necessities during service, Volunteers may not receive from any source 
in return for VMSP service supplemental assistance of any kind whether 
it takes the form of money, shelter, food, clothing, etc. 

Full-time or Part-time Employment or Educational Enrollment 

Because VMSP Volunteers make a full-time Volunteer service commitment 
to the VMSP to remain available for service without regard to regular 
working hours at all times during their term of service except for 
periods of approved leave, VMSP Volunteers may not hold full-time or 
part-time jobs or be enrolled either full-time or part-time in an 
educational institution. The only exception is that a Volunteer may, 
at his or her own expense, take one course of no more than three 
hours per week if it is either directly related to the Volunteer's 
service assignment or approved career development plan, if such course 
does not interfere with the Volunteer's performance and assigned 
duties, and if approval is provided by the VMSP supervisor and ACTION/ 
VMSP National Office in advance. Any request for permission to 
enroll in more than one course must be justified in writing and will 
be reviewed and approved or disapproved on a case-by-case basis by 
the VMSP National Director. 




Restrictions on the Use of Volunteers 

1. Service of Volunteers in Church-Related Activities 
All VMSP project organizations must assure that: 

(a) Volunteers will not give religious instruction, conduct 
worship services, or engage in any other religious activity 
as part of their duties. 

(b) No religious instruction, worship or proseiytization, and 
other religious activity, will be conducted as part of a 
project to which volunteers are assigned or referred. 
Textbooks and other materials used in connection with the 
project should not have religious or sectarian content. 
Facilities in which projects are conducted should, to the 
extent feasible, be devoid of religious symbols, decoration, 
or other sectarian identification. 

(c) The opportunity to receive the benefits of any project in 
which Volunteers serve will be open to persons in need 
without regard to their religious affiliation. The availa- 
bility of the benefits of the project to all eligible persons 
in the area served will be publicized. 

(d) Volunteers who serve in an institution ttv t gives religious 
instruction, or engages in other religious activities, will 
not be used as replacements for regular personnel of that 
institution. 

2. Limitations on Activities Which Would Otherwise be Performed 

VMSP Volunteers are prohibited from performing activities or 
duties which would, in their absence, be carried out by the 
staff of the project organization, for example secretarial 
and clerical duties, or any activities specifically included 
in the VMSP/MBDC f s operational workplan and for which MBDC 
receives funding for staff support. 

3. Limitation on Activities Which Result in the Displacement of 
Employed Workers 

VMSP Volunteers may not perform any services or duties which 
would displace employed workers ♦ 
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4. 



Limitation on Activities Which Impair Existing Contracts for 
Service 



5. 



6. 



VMSP Volunteers are prohibited from engaging in any activities, 
services, or duties which impair existing contracts for service 
previously agreed to by the project organization. 

Limitation on Labor or Anti-Labor Activity 

The assignment of VMSP Volunteers to activities or duties which 
directly or indirectly assist any labor or anti-labor organizing 
activity, or related activity, is prohibited. 

Limitation on Receiving Any Compensation for Services of Volun- 
teers 

Project organizations are prohibited from requesting or receiving 
any compensation for the services of allowanced VMSP Volunteers. 
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VMSP Volunteer-Related Administration Policies 



There are a number of volunteer-related administrative policies applicable 
to VMSP Volunteer service. These are as follows: 

A. Ceneral Administration 

1. Length of Service 

VMSP Volunteers are expected to serve jr a 12-month period. 
During their term of service, Volunteers make a full-time 
commitment and thus remain available for service without 
regard to regular working hours, except for periods of approved 
leave. A Volunteer who intends to be absent from the project 
for an extended period of time must first obtain permission 
from the project organization supervisor, who will in turn 
notify the ACTION /VMSP National Office. 

2. Oath of Service 

VMSP Volunteer upon enrollment must take the oath of office as 
prescribed for all Title 1 full-time Volunteers. Persons legally 
residing within a State but who are not citizens or nationals of 
the United States, may serve without taking or subscribing to 
such oath, if the ACTION Director determines that the service of 
such persons will further the interest of the United States. 
Such persons shall take such alternative oath or affirmation as 
the Director shall deem appropriate. 

3. Notification of Change in Volunteer f s Home Address 

If a Volunteer changes his/her home address, he/she must advise 
his/her project supervisor and the ACTION/VMSP National Office 
immediately. 

VMSP Volunteers should immediately advise the VMSP National 
Office of any change of address, even if they are leaving the 
project. This will assure that all VMSP mailing and official 
notifications to the Volunteer including W-2 tax forms are 
correctly addressed. 



The notification of change of address should be sent to: 



VMSP /ACTION 

806 Connecticut Ave,, N.W. 
Room 1003 

Washington, D.C. 20525 

The project organization should be provided with a copy. 

4, Notification of Change of Marital Status 

The ACTION/VMSP National Office and project organization must be 
notified immediately, in writing, of a change in a Volunteer's 
marital status for recordkeeping and payroll purposes. 

ACTION assumes no financial responsibility for a non-Volunteer 
spouse or for children. 

B# Financial Support 

The subsistence allowance which a Volunteer receives from ACTION is 
intended to cover the cost of food, housing, and other basic necessities 
during service. Volunteer also receives a vacation leave allowance at 
the beginning of the seventh month of service. The subsistence allowance 
is for the sole support of the Volunteer and VMSP assumes no financial 
responsibility for spouse and/or dependent children of the Volunteer • 
As noted in the section on VMSP Volunteer Prohibitions and Restrictions, 
project organizations may not supplement the subsistence allowance which 
the Volunteer receives from ACTION. 

1. VMSP Volunteer Allowances 

(a) Subsistence Allowance 

Upon being sworn-in as a VMSP Volunteer, a monthly subsistence 
allowance will commence* The subsistence allowance rate is 
determined by the ACTION Regional Office and is based on the 
estimated average cost for a low-income individual in the 
community in which the Volunteer is serving . 

Volunteer subsistence allowances are computed on a daily rate 
and paid to Volunteers biweekly. Volunteer allowance checks 
cover a fourteen-day period and are paid ten days after the 
end of the pay period in which the allowance is earned . Federal 
income tax is withheld from the subsistence allowance. 

(b) Vacation Leave Allowance 

The total leave allowance of $70 (minus the appropriate taxes) 
will be paid as part of the biweekly check in the beginning of 
the Volunteer's seventh month of service . If a Volunteer 



ERLC 



40 

46 



terminates before the seventh month of service, no part of 
the vacation leave allowance will be paid. The Volunteer 
does not accumulate the leave allowance on a monthly basis. 

Taxes 

Both the VMSP Subsistence and Vacation Leave allowances are subject 
to Federal and State income taxes. Neither is subject to FICA 
(Social Security tax). 

Federal income taxes are withheld from the regular biweekly allowance 
check. It is the Volunteers responsiblity, however, to determine 
and conform to State tax laws by contacting the State tax office . 
ACTION does not withhold any State income tax. 

(a) Exemption from Withholding of Federal Income Taxes 

If a Volunteer does not want to have Federal taxes withheld 
from his/her allowance, the Volunteer must fill out a W-4 Form 
and claim "exempt" status. The W-4 Form explains the eligibil- 
ity requirements for tax exempt status. (The W-4 may be obtained 
from a local Internal Revenue Service office.) The W-4 Form 
must be renewed every calendar year in January when an "exempt" 
status is claimed. The Volunteer should send the W-4 Form to 
the ACTION/VMSP National Office, which will then send it to the 
ACTION Accounting Division for processing, 

(b) Earned Income Credit 

Under the Earned Income Credit (EIC) provisions of the Federal 
Revenue Act of 1978, families with limited income can use the 
credit either to reduce federal taxes owed, or to get a lump 
sum refund, or to obtain an advance payment which can be 
included in regular VMSP allowance checks throughout the year. 

Receipt of Earned Income Credit may, however, affect the 
Volunteer's benefit levels under other federally-funded public 
assistance programs. It is, therefore, advisable to check 
these programs before filing for Earned Income Credit. 

In order to claim Earned Income Credit (EIC) during the year 
a Volunteer must file a Form W-5, "Earned Income Credit Advance 
Payment", with the VMSP National Office at the beginning of 
each calendar year. Volunteers who are eligible for EIC, but 
choose not to get the advance payment, can still claim the 
EIC on their tax returns. 



The Volunteer will receive a W-2 Form from ACTION by January 31 
showing the amount of VMSP earning and the amount of Federal taxes 
withheld for the preceding calendar year. If the W-2 Form has not 
arrived by February 15, the Volunteer should advise his/her super- 
visor who will, in turn, inform the ACTION/VMSP National Office. 

After termination from VMSP service, the Volunteer will receive a 
W-2 Form in January of the following year reflecting VMSP earnings 
and taxes withheld for the preceding year prior to termination. 

It is important, therefore, that ACTION/VMSP National Office be 
advised of the Volunteer's current address prior to that time. 
Change of address notices should be sent to: 

VMSP/ACTION 

806 Connecticut Ave., N.W. 
Room 1003 

Washington, D.C. 20525 

Please indicate that the address applies to a former VMSP Volunteer. 

MBDCs should not include Volunteer allowances paid by ACTION as 
part of their own employee payroll reports which are submitted to 
Internal Revenue Service on a quarterly basis. 

Life Insurance Coverage and Deductions 

VMSP Volunteer may purchase term life insurance under a group 
policy with the Northwestern National Life Insurance Company, 
Minneapolis, Minnesota. Enrollment in the group plan is 
voluntary, and normally takes place at the time of swearing-in. 
Those who do not wish to enroll in the group life insurance 
policy must complete a Waiver of Coverage form which is provided 
during the Volunteer's orientation and swearing-in. Those who 
do purchase the insurance must complete a Designation of Bene- 
ficiary form at the time of swearing-in. 

Insurance coverage is $12,000 on all Volunteers under the age of 
60 at the time of their enrollment, $6,000 for those 60-69, and 
$3,000 for those 70 and over. 

The cost of the insurance premium is deducted from the Volunteer's 
biweekly subsistence allowance. During 1984, for example, the 
cost biweekly was $1.43. Volunteers will be advised of any changes 
in premium rates. 
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Coverage begins at the time of enrollisauc , but premiraura deductions 
do not begin until the first full pay period. The Volunteer will 
receive a Certificate of Coverage from the ACTION/VMSP National 
Office at the time of enrollment in the insurance plan. 

Volunteers may cancel their life insurance or waive further 
coverage at any tiae by informing the ACTION/VMSP National Office 
in writing. If the Volunteer waives coverage, he/she cannot 
subsequently be covered during current service without undergoing 
a physical exam at his/her own expense and submitting a Group 
Evidence of Insurability form to the ACTION/VMSP National Office. 
This form may be obtained from the Northwestern National Life 
Insurance Company. The address is: 

Northwestern National Life Insurance Company 
Box 20-Group Dept., Route No. 2686 
Minneapolis, Minnesota 55472. 

Acceptance of the Volunteer's application at that time is deter*" 
mined solely by the insurance company. 

Life insurance coverage ends 31 days after the date on which the 
Volunteer's service terminates. The Volunteer may convert to an 
individual life insurance policy without a medical examination, 
if application for conversion is made within one month of termin- 
ation. Forms for conversion and information about rates may be 
obtained from the ACTION/VMSP National Office. 

Provision of Allowance Checks and Earning Statements 

Volunteer checks are sent by VMSP /ACTION directly to the MBDCs. 
The MBDCs are responsible for ensuring that the Volunteers re- 
ceive their checks immediately. Checks incorrectly sent to the 
MBDCs for Volunteers who have terminated early or who are no 
longer on the project must be returned to the VMSP National Office 
immediately. The VMSP holds the MBDCs to be the responsible 
agents for distributing the checks and obtaining and maintaining 
written verification of receipt by the Volunteer. MBDCs should 
keep the checks in a safe place until they can be given to the 
Volunteers. 

The subsistence allowance and the vacation leave allowance are 
recorded on the Domestic Volunteer Earnings Statement, Form A-594, 
and paid via check issued by the U.S. Treasury, Washington, D.C. 
The check normally arrives on every other Tuesday. 

The Earnings Statement is mailed separately by ACTION and usually 
arrives after the allowance check. 



5. Recovery of Overpayments 



If the Volunteer is overpaid at any time during the term of service, 
the overpayment is collected at the rate of $10*00 per pay period 
from the regular biweekly check* An example of an overpayment is 
a subsistence allowance payment that was incorrectly made at the 
rata of $200*00 a month when it should have been $180*00 a month* 
If the overpayment exceeds $10*00, the balance yet to be collected 
is shown on the Volunteer's Earnings Statement in the item titled 
"overpayments yet to be collected" • 

Checks received by the MBDC for Volunteers who terminated during 
the last pay period but who did not complete the entire pay period 
should be pulled by the MBDC if the allowance check is not reflec- 
tive of the number of days the Volunteer was actually serving 
and the ACTION/VMSP National Office should be notified immediately* 

6* Lost Checks 

If a Volunteer loses a paycheck before cashing it, or if it is 
stolen, he/she should immediately notify the ACTION/VMSP National 
Office by phone or telegram* The Volunteer must also report the 
loss in writing, including a description of the loss, and send 
the signed report to the ACTION/VMSP National Office as soon as 
possible* 

The VMSP National Office will notify the U # S* Treasury Department 
of the loss* The U*S* Treasury will initiate en investigation and 
if it is determined that the Volunteer has not cashed the check, 
the Treasury Department will issue a new check* The investigation 
and reimbursement is entirely the responsiblity of the Treasury 
Department, and reimbursement may take up to ten (10) weeks* 

C* Policies on Volunteer Status Changes 

During the course of VMSP service, a Volunteer's status may be changed 
either voluntarily or involuntarily through the following procedures: 

1* Administrative Hold 

During the course of VMSP service, a Volunteer may be placed in 
Administrative Hold status by the ACTION/VMSP National Office 
when/if it is determined that the Volunteer, for a period of time, 
will not be able to function effectively on the project. If 
it is anticipated that the Volunteer will be able to resume the 
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job assignment within 30 days , the Volunteer is placed on Adrain- 
strative Hold. (If the Volunteer is unable to perform because 
of a medical reason, he/she may be placed on medical hold in line 
with procedures described in the Medical Hold section of the ACTION 
Full-Time Domestic Volunteer Health Benefits Program Handbook. ) 

All allowances will normally continue for Volunteers placed on 
Administrative Hold status for reasons beyond their control. How- 
ever, any or all allowances may be discontinued during a period 
in which a Volunteer is on Administrative Hold, if in the opinion 
of the ACTION/VMSP National Office, the Volunteer is engaged in 
activities in which ACTION would not appropriately be responsible 
for support. 

Deductions for a Volunteers life insurance premiums are continued 
while a Volunteer is on Administrative Hold status as long as 
allowance payments are continued. 

Placement on Administrative Hold status will not affect a Volun- 
teer's scheduled termination date. 

Resignation 

A Volunteer may resign at any time by providing written notifica- 
tion to the project organization and the ACTION/VMSP National 
Office. When practicable, notice should be given thirty (30) 
days in advance to insure that the Volunteer's departure will be 
only minimally disruptive to the project. Volunteers who intend 
to resign early from their assignment should complete ACTION 
Form A-732, "ACTION Domestic Volunteer Future Plans or Early 
Termination Request,** and forward it to their supervisor for 
submission to the ACTION/VMSP National Office. 

If the Volunteer resigns with less than 30 days notice, there may 
be a delay in receipt of the final check by the Volunteer. Any 
outstanding overpayments will be deducted from this final check. 

Suspension 

The ACTION/VMSP National Office may upon the request of the pro- 
ject organization or of its own initiative, suspend a Volunteer 
for up to 30 days in order to determine whether sufficient evidence 
exists to start termination proceedings against the Volunteer 
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for conduct listed under Grounds for Termination. Suspension is 
not warranted if the ACTION/VMSP National Office determines that 
sufficient grounds already exist for the initiation of termination 
in which case termination procedures will be followed. 

Initial notice of suspension may be written or verbal and is effec 
tive upon notification to the Volunteer by a ACTION/VMSP National 
Official. Within 3 days after initiation of the suspension, the 
Volunteer will receive a written notice of suspension setting 
forth in specific detail the reason for the suspension. During 
the suspension period the Volunteer may not engage in project 
activities, but will continue to receive all allowances. 

At the end of the suspension period, either the Volunteer must 
be reinstated with the project or termination proceedings must 
be initUtted. 

Termination 

(a) Grounds for Termination 

The ACTION/VMSP National Office may upon the request of the 
project organization or of its own initiative, terminate a 
Volunteer based on the Volunteer's conduct for the following 
reasons : 

(1) Conviction of any criminal offense under Federal, State, 
or local statute or ordinance; 

(2) Violation of any provision of the Domestic Volunteer 
Service Act of 1973, as amended, or any ACTION policy, 
regulation, or instruction; 

(3) Failure, refusal or inability to perform prescribed pro- 
ject duties as outlined in the Volunteer assignment 
description and as directed by the sponsoring organiza- 
tion to which the Volunteer is assigned; 

(4) Involvement in activities which substantially interfere 
with the Volunteer's performance of project duties; 

(5) Intentional false statement, omission, fraud, or decep- 
tion in obtaining selection as a Volunteer; 
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(6) Any conduct on the part of the Volunteer which substan- 
tially diminishes his or her effectiveness as a VMSP 
Volunteer; 

(7) Unsatisfactory performance of Volunteer assignment; 

(8) Inability to perform project duties because of serious 
illness, medical disability, or incapacitation (see 
Medical Termination for grounds and procedures as 
listed in ACTION Full-Time Domestic Volunteer Health 
Benefits Program Handbook) ; or 

(9) Lack of a viable assignment to which the Volunteer can 
be transferred if the Volunteer's project assignment 
site is terminated prior to completion of the Volunteer's 
period of service. 

(b) Termination Procedures 

(1) Opportunity for Resignation 

In instances where the ACTION/VMSP National Office has 
reason to believe that a Volunteer is subject to termi- 
nation for any of the grounds cited above, a ACTION/VMSP 
National Office representative will discuss the matter 
with the Volunteer* If, after the discussion, the 
representative believes that grounds for termination 
exist, the Volunteer will be given an opportunity to 
resign* If the Volunteer chooses not to resign, the 
administrative procedures outlined below will be followed* 

(2) Notification of Proposed Termination 

The Volunteer will be notified, in writing and by certi- 
fied mail, of ACTION'S intent to terminate him or her 
by the VMSP National Office at least 15 days in advance 
of the proposed termination date* Itie letter shall 
give the reasons for termination, and notify the Volun- 
teer that he or she has 10 days within which to answer 
in writing and to furnish any affidavits or written 
material. This answer must be submitted to the ACTION/VMSP 
National Office Director or his/her designee identified 
in the notice of proposed termination* 
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(3) Review and Notice of Decision 



If the Volunteer answers within the 10 response days 
allowed, the ACTION/VMSP National Office Director or 
his/her designee will, within 5 working days after the 
date of receipt of the Volunteer's response, send a 
written Notice of Decision to the Volunteer by certified 
mail. 

If the Volunteer does not answer within the 10 response 
days allowed, the ACTION/VMSP National Office Director 
or his/her designee, will send such Notice of Decision 
within 5 working days after the expiration of the 
Volunteer's time to respond. 

If the decision is to terminate the Volunteer, the Notice 
will set forth the reasons for the decision, the effective 
date of termination (which, if the Volunteer has filed 
an answer, may not be earlier than 10 days after the 
date of the Notice of Decision), and the fact that the 
Volunteer has 10 days in which to submit a written 
appeal in compliance with the procedures set forth 
below. 

(4) Appeal Procedures 

The Volunteer has 10 days from the date of the Notice 
of Decision in which to submit a written appeal requesting 
review of the decision by ACTION'S Associate Director 
for Domestic and Anti-Poverty Operations or his/her 
designee. That appeal should be submitted to: 

ACTION 

Associate Director for Domestic and 

Anti-Poverty Operations 
806 Connecticut Avenue, N.W, 
Washington, D.C. 20525 

Any Volunteer who has not filed an answer to the original 
Notification of Proposed Termination within the required 
10 days pursuant to the procedures outlined in section 
(2) above is not entitled to appeal the decision or 
request a hearing and m*y be terminated as of the date 
on the Notice, 
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(5) Allowances Continuation and Performance of Project Acti- 
vities 

A Volunteer who files a timely answer with the VMSP 
National Office following receipt of the notice of 
proposed termination, will be placed in Administrative 
Hold status, and will continue to receive regular 
allowances in accordance with ACTION policy until the 
appeal is finally decided. The Volunteer will not 
engage in any project -related activities during this 
time. 

Removal From Project 

Removal of a Volunteer from the project assignment may be requested 
and obtained by a written request supported by a statement of 
reasons by the Governor or Chief Executive Officer of the State 
or similar jurisdiction in which the Volunteer i3 assigned. 

The sole responsiblity for terminating or transferring a Volunteer 
rests with the ACTION Agency, 

A request for removal of a Volunteer must be submitted to the 
ACTION Regional or State Director, who will in turn notify the 
Volunteer and the VMSP National Office of the request. The 
Regional or State Director, after discussions with the Volunteer 
and in consultation with the VMSP National Director, has 15 days 
to attempt to resolve the situation with the Governor's office. 
If the situation is not resolved at the end of the 15 day period, 
the Volunteer will be removed from the project and placed on 
Administrative Hold, pending a decision as set forth below. 

The A^TION/VMSP National Office will take one of the following 
actions concerning a Volunteer who has been removed from the 
project assignment: 

(a) Accept the Volunteer's resignation; 

(b) If removal was requested for reasons other than those listed 
under Grounds for Termination, the ACTION /VMSP National Office 
will attempt to place the Volunteer with another ACTION 
project. If reassignment is not possible, the Volunteer 

will be terminated for lack of suitable assignment, and he 
or she will be given special consideration for future ACTION 
Volunteer service. 
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(c) If removal from the project is based on any of the Grounds for 
Termination as set forth above, the Volunteer may appeal the 
termination in order to establish whether such termination is 
supported by sufficient evidence, utilizing the procedures set 
forth under Termination Procedures above. If ACTION determines 
that the removal based on Grounds for Termination is not 
established by adequate evidence, then the procedures outlined 
in the above section 5(b) will be followed. 

6. Project Transfer 

In the event that the project site to which a Volunteer is assigned 
ceases to participate in the MBDA Minority Business Development 
Centers Program, the VMSP will attempt to reassign the Volunteer 
to an alternate MBDA/MBDC site within the same SMSA whenever 
possible • 

For further details on the suspension, termination, removal and appeal 
procedures, see ACTION termination procedures included in the Appendix. 

D. VMSP Transportation Policies 

Transportation is often essential for the Volunteer to perform the 
assignment effectively. The project organization is responsible for 
determining and reimbursing the service-related transportation needs 
of Volunteers. As a general rule, Volunteers are expected to use public 
transportation in connection with their assignment when it is available 
and adequate. When public transportation is not adequate, the project 
organization can allow the Volunteer to use the organization's cars or 
give written authorization and provide reimbursement to Volunteers for 
use of their privately-owned vehicle (POV), for assignment-related 
travel. In addition the project organizations have the responsibility 
for assuring that in fact the Volunteer's travel is documented, is 
service-related and that the Volunteer is in compliance with state and 
local regulations when utilizing its own or the Volunteer's own 
privately-owned vehicles. 

Consistent with project organization travel and reimbursement policies, 
the project organization may provide reimbursement for service-related 
mileage, public transportation expenses, (bus or subway), and any required 
out-of-town travel authorized by the ACTION/VMSP National Office. 

1. License and Insurance 

Volunteers are responsible for compliance with all state and local 
laws concerning vehicle registration, operator licensing, and 
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insurance on any privately-owned vehicle used for assignment- 
related travel. When vehicles owned or rented by project organiza- 
tions are utilized, the project organizations have the responsibility 
for assuring that these vehicles are in compliance with state and 
local regulations. Volunteers are covered by the Federal Tort Claims 
Act for third party liability (i.e., damage or injury to others) 
only while in the performance of official duties . VMSP is not 
responsible, however, for any damage to the Volunteer's own vehicle; 
thus it is essential that the Volunteer retain insurance on his/her 
own vehicle. 

2» Accident Procedures 

If an accident occurs when the Volunteer is driving a privately-owned 
vehicle, motorcycle, or motorscooter , the Volunteer must summon the 
local police immediately and, within two days of the accident, must 
prepare the following forms (see Appendix for forms): 

(a) The Volunteer must complete the "Operator's Report of Motor 
Vehicle Accident", SF-91; 

(b) The volunteer's supervisor must complete the "Investigation 
Report of Motor Vehicle Accident", SF-91A and sign it as 
reviewing official; (Do not, however, complete Section 28) 

(c) When possible, obtain the names and addresses of witnesses 
and, if possible obtain a completed "Witness Statement" SF-94 
from the witness* Where there are no witnesses and, there- 
fore, the SF-94 cannot be prepared, a statement to this 
effect should be included in both the Operator's Report 
(SF-91) and Investigation Report (SF-91A) to be completed 

by the supervisor; and 

(d) GSA Form 26, indicating whether the Volunteer was within the 
scope of the assignment. 

The project organization must submit the above forms as soon as 
possible to the ACTION/VMSP National Office, and both the Volunteer 
and the MBDC should retain a copy. 

In all instances where State laws require an official police report, 
based on the extent of damages, such reports must be included with 
the other forms listed above. In all cases involving damage to pro- 
perty (regardless of how minor) an official police report, if available, 
should be attached to the SF-91. 
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Two copies of all reports mentioned above should be submitted to the 
ACTION/VMSP National Office, one copy of which will be forwarded to 
the Office of General Counsel. 

All Volunteers and supervisors are prohibited from making any represen- 
tations to other parties involved in an accident concerning the 
ultimate liability of the Government on a particular claim. ACTION'S 
Office of General Counsel, or where appropriate, the Department of 
Justice, will make the final determination on whether an accident 
occurred within the scope of the Volunteer's project-related activi- 
ties, and the extent of the Government's liability. Volunteers and 
supervisors are expected to give full cooperation to the Office of 
General Counsel in obtaining necessary evidence and materials, and 
to the United States Attorney in the event a legal action is begun 
in connection with the accident. 

If requested, supervisors or Volunteers are authorized to provide 
third parties with copies of Standard Form 95, Claim for Damage, 
Injury or Death (See Appendices) and to advise them that the claim 
may be submitted to the Office of General Counsel. 

If a civil action is brought in a local court against either the 
Volunteer or the supervisor as a result of an accident, ACTION'S 
Office of General Counsel should be advised immediately, and 
copies of all official and legal documents should be transmitted 
to : 

ACTION Agency 

Office of General Counsel 

Washington, D.C. 20525. 
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APPENDIX I 
MBDA and ACTION Regional Offices 
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MB DA and 



MB DA Regional Offices 



New York Regional Of f Ice/MBDA 
26 Federal Plaza, Room 3720 
New York, NY 10278 

States: Connecticut, Maine, Massachusetts, 
New Hampshire, New Jersey, Puerto Rico, 
Rhode Island, Vermont, and The Virgin Islands 

Washington Regional Office/MBDA 

14th & Constitution Avenue, N.W. , Room 6711 

Washington, D.C. 20230 

States: Delaware, Maryland, Pennsylvania, 
Virginia, Washington D.C. , and West Virginia 

Atlanta Regional Office/MBDA 

1371 Peachr.ree Street, N.E. , Suite 505 

Atlanta, GA 30309 

States: Alabama, Florida, Georgia, Kentucky, 
Mississippi, North Carolina, South Carolina, 
and Tennessee 

Chicago Regional Office/MBDA 

55 East Monroe Street, Suite 1440 

Chicago, IL 60603 

States: Illinois, Indiana, Iowa, Kansas, 
Michigan, Minnesota, Missouri, Nebraska, 
Ohio, and Wisconsin 



gional Offices 



ACTION Regional Offices 



Region I/ACTION 

441 Stuart Street, 9th Floor 

Boston, MA 02116 

States: Connecticut, Maine, Massachusetts, 
New Hampshire, Rhode Island, and Vermont 

Region II/ACTI0N 
Jacob K. Javits Federal Bldg. 
26 Federal Plaza, Suite 1611 
New York, NY 10278 

States: New Jersey, New York, Puerto Rico, 
and The Virgin Islands 

Region HI/ACTION 

U.S. Customs House 

2nd & Chestnut Street, Room 108 

Philadelphia, PA 19106 

States: Delaware, Kentucky, Maryland, Ohio, 
Pennsylvania, Virginia, Washington D.C, 
and West Virginia 

Region IV/ACTI0N 

101 Marietta Street, N.W. , Suite 1003 
Atlanta, GA 30323 

States: Alabama, Florida, Georgia, Mississippi, 
North Carolina, South Carolina, and Tennessee 
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MB DA and 



MBDA Regional Offices 

Dallas Regional Office 

1100 Commerce Street, Room 7B19 

Dallas, TX 75242 

States: Arkansas, Colorado, Louisiana, 
Montana, New Mexico, North Dakota, South 
Dakota, Oklahoma, Texas, Utah, and Wyoming 

San Francisco Regional Office 

450 Golden Gate Avenue, Room 15045 

San Francisco, CA 94102 

States: Alaska, American Samoa, Arizona, 
California, Hawaii, Idaho, Nevada, Oregon, 
and Washington 



ACTION Regional Offices 



ACTION Regional Offices 
Region V/ACTI0N 

10 West Jackson Blvd, 3rd Floor 
Chicago, IL 60604 

States: Illinois, Indiana, Iowa, Michigan, 
Minnesota, and Wisconsin 

Region VI/ACTI0N 

1100 Commerce, Room 6B11 

Dallas, TX 75242 

States: Arkansas, Kansas, Louisiana, Missouri, 
New Mexico, Oklahoma, and Texas 

Region VIII/ACTI0N 
Columbine Bldg, Room 201 
1845 Sherman Street 
Denver, CO 80203 

States: Colorado, Montana, Nebraska, North Dakota, 
South Dakota, Utah, and Wyoming 

Region IX/ACTI0N 

211 Main Street, Room 530 

San Francisco, CA 94195 

States: American Samoa, Arizona, California, Guam, 
Hawaii, and Nevada 

Region X/ACTI0N 

1111 Third Avenue, Suite 330 

Seattle, WA 98101 

States: Alaska, Idaho, Oregon, and Washington 



APPENDIX II 

VMSP Quarterly Progress Report Form (ACTION Form A-1035) 



6B 

A-5 



OMB Approval 3001-0093 
Expires June 1986 




TITLE I, 

PART C 
PROJECT PROGRESS REPORT 
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OMB Approval 3001-0093 
Expires June 1986 



ACTION TITLE I, PART C 
PROJECT PROGRESS REPORT 



Project Sponsor . 
Address 



Project Name . 



Person Completing Report . 



(Name) 



Telephone . 



Oc^ ' o l ^eprWig Period . 

(Month/Year) 

ACTION Program Covered by this Report (Check) 

S/OVCP Mini-Grant 

Special Project (List) 



(Title) 

Circle quarter of budget period (1 2 3 4) 
_to 

(Month/Year) 



TAP Grant 



Demonstration Grant 
FICC. 



i ivujiaJ" ACCOMPLISHMENTS 

1 Attach a uopy of the Project Work Plan and Administrative Milestones, if applicable, and provide sufficient mforma 
tion m column on the right as to actual project accomplishments so that reviewing official can evaluate progress Also, 
attach copes of press clippings, flyers, letters, brochures, reports, Advisory Council minutes, etc., which relate to 
the project s activities and achievements 

2 Attach a one page narrative summary prepared by the Project Director which describes successes or difficulties 

PROBLEMS 

3 Briefly describe any problems which are hinc^nng the achievement of the project s goals and objectives (Discuss 
each goal/objective not achieved ) 



4 How do you plan to solve the problems described in No 3 above'? 
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BEST COPY AVAILABLE 
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5 Briefly explain reasons for overexpenditores or underexpenditures of budget line items, i e , where actual expen- 
ditures through the end of this quarter do not correspond to the percentage of the budget period which has been 
completed 



6 What kmd of assistance do you need from ACTION regarding the management and support of this project and/or 
volunteers 7 



RESOURCES GENERATED 

7 Describe rGSOUces (fundm j, facilities, other in-kind support, etc ) generated for the project, if not reflected »n the 
Project Work Plan. Administrative Milestones, or Budget Provide quantitative data where possible 



COMMUNITY CONTINUANCE 

8 What was accomplished during this reporting period which will remain in the community after the project is completed 9 



9. Number of volunteers at end of quarter . 
Number of volunteer hours served 



Federal cost per volunteer $_ 
Federal cost per hour $ 



10 Number of volunteers serving in Special Emphasis aieas during quarter 



Acute Care 
Alcohol/Drug Abuse 
Child Abuse/Neglect 
Crime Prevention 
Early Intervention 
Energy 

Fixed Income Consumer Counselling 



Literacy 

Long Term Care 
Mental Health 
Refugees 
Runaway Youth 
Terminally lii 
Troubled Youth 
A- 9 
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COMMENTS AND SUPPLEMENTAL INFORMATION 
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APPENDIX III 

ACTION Full-Time Volunteer Application Form 
(ACTION Form 1420) 
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VISTA & OTHER ACTION FULL-TIME 
VOLUNTEER APPLICATION 

AND REFERENCE FORMS 




VOLUNTEER FACTS 



The process of becoming a VISTA or other full-time ACTION volunteer is not complicated, but several steps are involved 

1 A discussion with the sponsoring organization or ACTION to determine whether you have the skiIis and talents needed 
for the particular project is a first step. 

2 The information you provide on this application, together with the information furnished by your references, will be used 
to determine your eligibility for VISTA or other ACTION volunteer service. Consequently, it is important that you com- 
plete your application carefully, telling us as much as possible about yourself. Answer each question briefly, but com- 
pletely, especially with regard to community involvement. If you need additional space, it is provided in section 19 on 
page 5, or if necessary, attach an extra sheet of paper to the application. Be sure to identify the number of the question 
you are answering Keep in mind that missing or incomplete answers can delay the processing of your application. 

3 Your selection of references is very important. Choose people who really know your capabilities and talents, and if possi- 
ble, have some knowledge of the project on which you will be working. 

If you would like assistance in completing the application, contact the sponsoring organization with which you plan to work. 

You should know that: 

• volunteers must be at least 18 years of age by the time training begins. There is no upper age hrrm They must be either 
United States citizens or have permanent resident visas. 

• low-income VISTA volunteers are eligible by law for assistance in career development. 

• if you are receiving any form of public assistance, your eligibility for and the level of assistance you are receiving will 
not be affected by any allowances paid to you as a volunteer. 

• volunteers are considered employees of the Federal Government for the purpose of the Federal Employees Compensa- 
tion Act (FECA) This Act provides compensation for work-related illnesses or injuries which occur during the volunteer s 
service in ACTION programs 

Before you become a volunteer you will receive training which: 

• is a basic orientation to ACTION volunteer programs and to other national and local programs designed to assist low- 
Income communties. 

• is designed to help you adapt your skills and experiences to a particular volunteer assignment ana community. 
As a volunteer you will: 

• be assigned to and supervised by a local sponsoring organization, assignments require a full-time, full-year commitment. 

• receive a variable subsistence allowance. However, this allowance is small and intended for the support of one person 
only ACTION cannot be responsible for the support of a volunteer's family or any expenses incurred by them. The sub- 
sistence allowance varies depending on the requirements to maintain a living standard commensurate with that of the 
low-income community where the volunteer is assigned and is subject to federal tax. 

• receive vacation leave. 

• receive health care ACTION provides all full-time volunteers with comprehensive health coverage during service. In 
general this coverage does not cover pre-existing conditions, illnesses or injuries, but it does provide adequate health 
maintenance for the volunteer during service. Families of volunteers are not included in this coverage. 

• be entitled to life insurance This is optional and, if selected, the monthly premium will be deducted from the subsistence 
allowance. 

• the Agency is required by the provisions of the Privacy Act of 1974 to provide you with the following information as to 
this application. 

A This application is authorized by the provisions of the Domestic Volunteer Service Act of 1973 which provides 
authority for the program for which this application has been prepared, and requires the collection of information 
about the qualifications, abilities and integrity of applicants for positions as volunteers. 
B The principal purpose for which the information provided here will be used is to evaluate your qualifications to 
serve as a VISTA or other full-time ACTION volunteer. Included in this determination will be an assessment of 
your suitability for specific projects and assignments. 
C. The routine uses to which this information may be put are as follows: 

1 Information about the applicant may be disclosed to sponsoring agencies or grantees for the purpose of 
determining placement. 

2 Information contained in the application may be provided to the Treasury for the preparation of support checks 
and to the Social Security Administration for reports on Social Security contributions. 

3 Information contained herein may be provided to Federal investigative agencies for tha purpose of conduct- 
ing a background investigation. 

D Failure to provide all of the requested information in the application may result in non-selection for an ACTION 
volunteer program. 
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O.M.B. No. 3001*0081 

Approval Expires February 29, 1987 



ACTION VOLUNTEER APPLICATION 

FOR USE BY 
VISTA & OTHER FULL-TIME APPLICANTS 



DO NOT WRITE IN THIS BLOCK 

FOR USE OF ACTION OFFICIALS ONLY 



SPONSORING ORGANIZATION 



PROJECT NUMBER 



TRAINING CLASS 



PLEASE PRINT OR TYPE 



AIA 



1. NAME 



LAST 



FIRST 



MIDDLE/MAIDEN 



2. SOCIAL SECURITY NUMBER 



3. ADDRESS 



A. Current Address: 

(All information will be sent to this address until 
you notify ACTION of a change of address.) 



AIB 

B. Permanent Address: 

(Name and address of person through whom you 
can always be reached.) 



NUMBER AND STREET 


LAST NAME 


FIRST NAME INITIAL 


CITY AND STATE ZIP CODE 




NUMBER AND STREET 


(AREA CODE) HOME PHONE 


CITY AND STATE 


ZIP CODE 



(AREA CODE) BUSINESS OR SCHOOL PHONE 



(AC.) HOME PHONE BUSINESS OR SCHOOL PHONE 



C. Have you lived in the community where you will be serving? □ Yes □ No. If yes, please indicate how 
long Years Months 

D. If necessary, are you prepared to spend a portion of your training away from your home community? 
Yes □ No □ 



4. SEX 

Female 

Male 



□-F 
□-M 



5. DATE OF BIRTH 



MONTH 
(NUMERIC) 



DAY 



YEAR 



6. PREVIOUS APPLICATION 

Have you applied previously for VISTA or Peace Corps? 
Yes □ No □ If yes indicate which and give date. 



7. CITIZENSHIP 

Art you a cfttetn of the United States? Yes □ No □ 

If you are not a citizen, indicate type and expiration data 
of visa. 



8. MARITAL STATUS 

Unmarried D-1 Married D-3 



9. CHILDREN AND OTHER DEPENDENTS 

A. Are any persons partially or totally dependent upon you for their support (whether or not they are living with 
you)? Yes □ No □ If yes, how many? 

B. Do you have adequate means to continue your legal support obligations white serving without salary as a votun 
teer? Yes □ No □ 



10. AVAILABILITY FOR SERVICE 

When are you available for service? 



Month 



Year 



A-15 



ERLC 



Action Form A-1420 



74 



11. LEGAL INFORMATION 



A Have you ever been convicted of any offense by civilian or military court? (Do not include minor traffic viola- 
tions or any offense tried before a juvenile court.) See C. 

Yes □ No □ 

B Are you now under charges for any offense or are any civil suits or judgments now pending against you? 
(Do not include charges for minor traffic offenses, see 'C') 

Yes □ No □ 

C If you answered yes to either of the above, provide details below or on a separate sheet of paper. State 
your name, the date and place of each arrest, suit or judgment. Give the nature of the charge or suit, and 
current status or disposition including any sentence or fine imposed. Provide a complete explanation of the 
circumstances. If you wish, place the separate sheet in a sealed envelope and attach it to this application. 
Only a limited number of authorized employees will have access to this information and it will be treated 
in confidence. The information provided in this section will be verified in the event that you become a volunteer. 
Consequently, any missing or inaccurate facts may be grounds for termination. 



Date 


Charge 


Place 


Action taken 
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12. SKILLS 



Please indicate those areas in which you have had training or experience, including any volunteer or community service. 



Amount of 
Experience 




Years Month 


VOCATIONAL FIELDS 






Architecture 






Busirvtss, Accountinp/8ookseping 






Cfty/RtgionsJ Planning 






Engineering 






Fanning 






Home Feonnmic* /HotiftAkMninn Nutrition Ate \ 






Laborer 






L vwfP% re*legel 






Medical (Doctor, Dentist, etc.) 






Nursing 






Nurse's A*ds or Practical Nursing 






Other Health Raids (Technologist, Thertpists, Midwife, etc.) 






Outreach Worfcsr/Nttghborhood Aide 






Secretarial, Clerical 






Social Work 






Social Work Aide 






Teaching 






Teacher's Aide/Day Care Aide 






Tutoring 






Trade Skills (Carpenter, Electrician, Plumber, Construction, etc.) 






Other (Sptdfy) 



Do you have a degree, certificate or registration in any other fields you have listed above? Yes □ No U 

If yes, what type? When received? 

Briefly describe any field work experience associated with academic courses, classroom or on-the-job training or teaching experience, etc. 



13. EDUCATIONAL INSTITUTIONS ATTENDED 

Check the box for the highest level of education you will have completed by the time you will be available to enter training: 

1. □ Less than High school completed 4. □ 2nd year of college completed 7. □ Graduate study 

2. □ High school graduate 5. □ 3rd year of college completed 8. □ Graduate degree 

3. □ 1st year of cortege completed 6. □ College graduate 9. □ Technical school/Apprenticeship 

10. □ Associate degree/Other (specify) 

Beginning with the most recent Bst aM schools «tt»«ded since and including high school. Include any trade or technical schools, 
military training, etc. 



Name of School 
City and State 


Dates Attended 

From To 


Type of 
School 


Area of Study 
Major/Minor 


Degree or 

Certificate 


bate Received 
or oxpeted) 


Mo. 


Yr. 


Mo. 


Yr. 















































































































UN COL 


DEQ 


MAJ 


MIN 


I 1 1 1 


1 1 




1 



GRAD COL 


DEG 


MAJ 


Last Oeg. date 


znnz 


1 
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14. EMPLOYMENT RECORD 

Answers given in this section may be verified with former employers. 

A. Are you currently employed? Yes □ No □ 

B. Have you ever been employed? Yes □ No □ 



C Please list below the last four positions you have held beginning with the present or most recent Be sure to include 
any position held which may be relevant to your work as a volunteer, or any military service. Use additional space 
in Section 19, If necessary. 



Name and Address 
of Company 


Dates 


Salary and 
Hours per Week 


Job Title and Duties 


Reason for Leaving 








Title 




per week □ 

mo. □ 

hours 


Duties 





COMPANY 


From 
Mo./Yr. 










STREET 
















CITY AND STATE 


To 

Mo./Yr. 












Title 






Duties 




COMPANY 


From 
Mo./Yr. 


per week □ 
mo. □ 

hours 










STREET 


to 

Mo./Yr. 














CITY AND STATE 








From 
Mo./Yr. 




Title 




per week □ 
mo. □ 


Duties 




COMPANY 










STREET 














CITY AND STATE 


to 

Mo./Yr. 


hours 












Title 




per week □ 


Duties 




COMPANY 


From 
Mo /Yr. 












STREET 


mo. □ 


















CITY AND STATE 


To 

Mo./Yr. 


hours 







D. Please explain periods of time not otherwise accounted for by employment, school, military, 



15. LANGUAGES 

List languages known or studied below other than English. 



Language 


Where Studied 


Number of years 
Studied or Spoken 


Spoken 


Ability 


Exc. 


in Home 


Poor 


Fair 


Good 



















































SOURCE CODE STATUS CODE M L A 
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SKILL 2 



16. ORGANIZATIONAL AND COMMUNITY INVOLVEMENT 

List and describe your organizational memberships and community service. Include labor unions, social, pro- 
fessional, religious and neighborhood projects and programs, including any volunteer activities. 



DATE 


NAME OF GROUP 


DESCRIPTION OF ACTIVITIES 













































17. OTHER INTERESTS AND HOBBIES 

Describe any interest, hobbies, skills, organized athletics, recreational programs or activities not elsewhere 
included: 



18. MOTIVATION STATEMENT 

Briefly explain why you wish to be a volunteer. 



19. ADDITIONAL INFORMATION SPACE 

(Be sure to identify appropriate question number. Use additional sheet of paper if necessary.) 



20. CERTIFICATION 

I CERTIFY that all of the statements made in this application are true, correct, and complete to the best 
of my knowledge and are made in good faith. I understand that any misinformation may be cause for dis- 
qualification or termination. 



SIGNATURE 



DATE 
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ACTION/VISTA APPLICANT REFERENCE LIST 
GENERAL INSTRUCTIONS 


1 List the names and complete mailing addresses of persons indicated below who know you well enough 
to give you a reference. 


2 In order to speed up the processing of your application, we occasionally contact references by telephone. 
It would be helpful if you would list the phone numbers for your references in the space provided. 

3. If possible, get in touch with your references and tell them to expect an inquiry from ACTION. 


A. Name and address of current or most recent 
job supervisor (if you don't want this person 
contacted list another employer or 
supervisor). 


B. Name and address of a personal acquain- 
tance, may be a co-worker, clergyman, 
teacher, supervisor of volunteer work. 


NAME 


NAME 


ADDRESS 


ADDRESS 


CITY STATE ZIP CODE 


CITY STATE ZIP CODE 


AREA CODE TELEPHONE NUMBER 


* AREA CODE TELEPHONE NUMBER 


C. Name and address of someone in the com- 
munity where you will be assigned (do not list 
prospective sponsor or supervisor). 




NAME 




ADDRESS 




CITY STATE ZIP CODE 

«r 




AREA CODE TELEPHONE NUMBER 





YOUR NAME 
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O.M.B. No. 3001*0081 

Approval Expires February 29, 1987 



ACTION/VISTA SPONSOR 
APPLICANT EVALUATION 



Name of applicant Date. 

Sponsoring Organization 



Career Plan Eligibility Yes □ No □ 



1. What relevant skills or strengths can the applicant contribute to this program? 



Is the applicant currently involved in community service? 
Describe work and degree of involvement. 



3. What are the applicant's weaknesses? 



4. What type of supervision would the applicant need to function effectively as a volunteer? 



Is the applicant available for service on a full-time basis? (Conflicting obligations such as full* or part* 
time employment or enrollment in courses not related to the volunteer assignment or career develop* 
ment would render the applicant unavailable for full-time service.) Yes □ No □ 



80 
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6. Describe the project and role to which you plan to assign this person. 



7. Overall Recommendation 



□ I recommend the applicant without reservation as an excellent prospect for VISTA or other 
full-time ACTION volunteer service. 



□ On the whole, I would recommend the applicant as a good prospect for VSTA or other full- 
time ACTION volunteer service. 

□ I have some reservations, but I feel he/she has a reasonable chance of success in VISTA 
or other full-time ACTION volunteer service. 

□ I have substantial doubts about the applicant. 

□ I feel that the applicant is unsuited for full-time volunteer service. 

□ Other/Comments: 



Signature 

Sponsor or Project Director 



I have reviewed the attached material 
on this ACTION/VISTA applicant and 
authorize final clearance. 



Signature 

State Program Officer or Director 
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OMB No. 3001-0081 

Approval Expires February 29, 1987 



ACTION/VISTA VOLUNTEER REFERENCE FORM 

Name of Applicant Sponsoring Organization 

The person named abov9 has applied to become a full-time ACTION Volunteer and has indicated that you would 
be able to give an evaluation of his/her qualifications. ACTION programs depend upon the quality of its volunteers 
and, as a result, your honest appraisal is essential to their success. Completion of this form is strictly voluntary. 
All information will be kept confidential. Please complete and return this rorm to the ACTION Sponsor as soon as 
possible since applications cannot be processed until references are received. In no case should it be given directly 
to the '.p^licant. Thank you for your time and assistance. 



Section I Knowledge of Applicant 

A. During what period have you known the applicant? From to 

B. □ I do not know the applicant well enough to complete this form. 

□ I prefer to write a letter which is attached. 

C. In what capacity have you known this applicant? (Check as many as are appropriate.) 

□ job supervisor/employer □ volunteer work supervisor □ other (specify) 

□ instructor □ personal acquaintance/community resident 

D. Please describe the situation in which vol knew or know the applicant. (For example, "I was her 
supervise when she was a typist in our insurance office during her summer vacation.") 



Section II 



Rating on Work Performance 



ACTION Volunteers must be able to do a job well. In your judgment, how competent is this applicant, 
as demonstrated by his/her work in school, on a job, or in a position of responsibility. 

Check one: 
5 □ Outstanding 
4 □ Good 
3 □ Adequate 
2 □ 8elow Average 
1 □ Poor 



Extremely competent 
Quite competent 
Satisfactory performance 
Doubtful performance 
Incompetent 



Please comment briefly on your rating choice, considering such quanta as. dependability, m:t«ativo. and 
ability to work with minimum supervision. 



Section \\i 



Rating on Relationships With Other People 



ACTION Volunteers must work with other volunteers and with people of various races, religions and 
backgrounds. How would you rate this applicant on relationships with other people? 

Check one: 

Unusually effective in relationships with others. Works well alone or in groups 
Can lead or follow as the occasion demands. 
Works very Wt>ll with others. 

Average in effectiveness of relationships with others for his/her age group. 
There is reason to believe that the applicant will nave difficulties working with 
others. Does not make friends easily. 
Cannot • 'ork at all with others. 

Please comment briefly on r'<e applicant's relationships with other people, considering such qualities as 
understanding of other peo^e's viewpoints and problems, ability to communicate with people of differing 
ages and backgrounds. 



5 


□ 


Outstanding 


4 


□ 


Good 


r 
v. 


i — I 
I— j 


Average 


2 


rj 


Below Average 


1 


□ 


Poor 
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Section IV Rating on Emotional Maturity 

ACTION Volunteers work under conditions of hardship and inconvenience. They must be able to 
adapt to difficult living conditions, different habits and other stressful circumstances. They will have 
to adjust their thoughts and actions to new and changing situations and different points of view. With 
these considerations in mind, how would you rate this applicant? 

Check One: 

5 □ Outstanding Exceptionally mature and emotionally stable. Highly effective even in periods 
of stress. 

4 □ Good Mature and emotionally stable. 

3 □ Average About average in emotional stability and maturity for his/her age group. 

2 □ Below Average There is reason to believe that the applicant may not stand up well under 
moderate stress. 

1 □ Poor Applicant is highly unstable and completely unable to handle moderate stress. 

Please comment briefly considering such qualities as . ability to work alone or under pressure, adapt- 
ability, and good judgment. 



Section V Additional Comments 

Please describe any notable abilities, interest, skills, training or experience of the apolicant. 



Please describe any reservations you have or potential weaknesses you see in the applicant. 



Section VI Overall Recommendation 

□ I recommend the applicant without reservation as an excellent prospect for VISTA or other full- 
time ACTION volunteer service. 

□ On the whole, ! would recommend the applicant as a good prospect for VlSl A or other full-time 
ACTION volunteer service. 

□ I have some reservations, but I feel he/she has a reasonable chance of success. 

□ ! have substantial doubts about the applicant. 

□ I feel thai the applicant is unsuited for VISTA or other full-time ACTION volunteer service. 

□ Other/Comments: 



SIGNATURE AND TITLE DATE 
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APPLICANT: DO NOT REMOVE THIS SHEET 

REQUEST FOR RACIAL AND ETHNIC DATA 



The information requested on this page is not part of the regular application form. It is requested solely 
for the purpose of determining compliance with federal civil rights law. Your response will not affect con- 
sideration of your application. By providing this information you will assist us in assuring that this program 
is administered in a nondiscriminatory manner. 

Completion of this form is voluntary, failure to respond will in no way affect our review of your application 

The information requested on this detachable section is covered by the provisions of the Privacy Act as 
stated on the inside cover of the application to which it is attached. 



Instructions: please categorize yourself by placinc an "x" next to the proper category. 



lL Black, not of Hispanic origin (a person having origins in any of the Black racial groups of Africa) 

(1) 

□ Hispanic (a person of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish 
culture or origin, regardless of race) (2) 

Li American l.idian or Alaskan Native (a person having origins in any of the original peoples of North 
America, and who maintains cultural identification through tribal affiliation or community recognition) 

(3) 

Zj Asian or Pacific Islander (a person having origins in any of the original peoples of the Far East, Southeast 
A*>:a, the Indian subcontinent, or the Pacific Islands, i his area includes, for example, China, India, 
Japan, Korea, the Philippine Islands and Samoa (4) 

□ White not of Hispanic origins (having origins in any of the original peoples of Europe, North Africa, 
or the Middle East). (7) 

□ I prefer not to respond. (8) 
SOCIAL SECURITY NUMBER 



IMPORTANT 

INSTRUCTION TO ACTION EMPLOYEE: DETACH THIS PAGE IMMEDIATELY AFTER ENTRY TO 
CODING FORM AND FORWARD SEPARATELY TO ACTION OFFICE OF COMPLIANCE, DIVISION 
OF EQUAL OPPORTUNITY. 
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APPENDIX IV 
Medical History and Medical Release Forms 
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STAN OAR 0 FORM 93 
REV. 0CT08ER 1974 
GSA FPMR 101-11 8 



BEST COPY AVAILABLE 



APPROVEO 

OFFICE OF MANAGEMENT ANO BUDGET No 29- R0191 



REPORT OF MEDICAL HISTORY 

(THIS INFORMATION IS FOR OFFICIAL AND MEDICALLY -CONFIDENTIAL u& ONLY AND WILL NOT BE RELEASED TO UNAUTHORlZLD PERSONS, 



1. LAST NAME— FIRST NAME — MIOOLE NAME 



3. HOME AOORESS (No street or ffFO, city or town, Stat*, and ZIP CODE) 



2. SOCIAL SECURITY OR IDENTIFICATION NO. 



4 POSITION ititlc. grade, component; 



5. PURPOSE OF EXAMINATION 



6. OATE OF EXAMINATION 



7. EXAMINING FACILITY OR EXAMINER. ANO AOORESS 
(fnc/ude ZtP Coda) 



8. STATEMENT OF EXAMINEE S PRESENT HEALTH AND MEOiCATiONS CURRENTLY USEO (follow by description of paat hiitory. if compiamt agists; 



9. HAVE YOU EVER (Pieaae chock aach /tarn) 


20. 00 YOU (Please chack aach item) 


YES 


NO 


(Check aach Horn) 


YES 


NO 


(Chack aach /tarn) 






Lived with anyona who had tuberculosis 






Waar glasses or contact lenses 






Coufhad up blood 






Hava vision In both ayas 






Blad axcassivaly aftar injury or tooth axtr&ction 






Waar a hearing aid 






Attamptad suicide 






Stutter or stammar habitually 






Baan a sleepwalker 






Waar a braca or back support 



12. HAVE YOU EVER HAO OR HAVE YOU NOW (Please chack at /aft of aach /tarn) 



YES 


NO 


OONT 
KNOW 


(Chack aach item) 


YES 


NO 


[OONT 
KNOW 


(Chack aach item) 


YES 


NO 


OON'T 
KNOW 


(Chack each item) 








Scarlat favar. aryslpalas 








Cramps In your legs 








'Trick" or locked knee 








Rheumatic favar 








Fraquant indigestion 








Foot troubla 








Swollen or painful joints 








Stomach, liver, or intestinal trouble 








Neuritis 








Frequent or savara haadacha 








Gall bladder troubla or ; ill* ton* 








Paralysis (include Infantile) 








Oizzinass or fainting spalls 








Jaundlca or hapatitis 








Epilepsy or fits 








Eya troubla 








Adversa raaction to serum, drug, 
or madicina 








Car, treln. sea or air sickness 








Ear. nosa. or throat troubla 








Frequent trouble sleeping 








Haarlnf loss 








Brokan bonas 








Oepresslon or excessive worry 








Chronic or fraquant colds 








Tumor, growth, cyst, cancar 








Loss of memory or amnesia 






Savara tooth or f urn troubla 








Rupturc/harnia 








Nervous trouble of any sort 








Sinusitis 








Piles or rectal diseasa 








Periods of unconsciousness 








H.»y Favar 








Fraquant or painful urination 
















Haad injury 








Bad watting slnca aga 12 
















Skin dlsaasos 








Kidnay stona or blood In urina 
















Thyroid troubla 








Sugar or albumin In urina 
















Tuberculosis 








VD— Syphilis, gonorrhaa, ate. 
















Asthma 








Recent g»in or loss of walght 
















Shortnats of braath 








Arthritis, Rheumatism, or Bursitis 














Pain or pressure In chast 








Bona, joint or other daf ->.*mlty 












Chronic cough 








Lameness 














Palpitation or pounding haart 








Loss of finger or toa 


12. FEMALES ONLY: HAVE YOU EVER 






Haart troubla 








Painful or "trick" shoaldtr or elbow 


1 




Been treated for a female disorder 








Hlfh or low blood prassura 








Recurrent back pain 






Had e chance In menstrual pattern 












1 




















! 


f 

. i 











13. WHAT IS YOUR USUAL OCCUPATION? 



24. ARE YOU (Check one) 

f j Right handed Q Left handed 



93-102 
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CHECK EACH ITEM YES OR NO. EVERY ITEM CHECKED* 



YES 



NO 



FULLY 



PLAINED IN BLANK SPACE ON RIGHT 



25. Have you bttn refused employment or 
baen unable to hold e job or stay in 
school because of: 

A. Sensitivity to chemicals, dust, sun- 
light, etc. 



B. Inability to perform certain motions. 



C. Inability to assume certain positions. 



D. Other medical reasons (It yes, give 
reasons.) 



26. Have you tver been treated for a mental 
condition? (if yes, specify when, where, 
and five detans). 



17. Have you ever been denied life insur- 
ance? (It yes, state reason and five 
details.) 



16. Have you had, or have you been advised 
to have, any operations? (It yes, describe 
end five ag a at which occurred.) 



19. Have you ever been a patient in any type 
of hospitals? (It yes, specify when, where, 
why, and name of doctor and complete 
eddreas of hospital.) 



20. Have you ever had any illness or injury 
other than those already noted? (If yes, 
specify whan, where, and five deteils.) 



21. Have you consulted or been treated by 
clinics, physicians, healers, or other 
practitioners within the past 5 years for 
other than minor illnesses? (if yes, five 
complete eddresa of doctor, hoapTtei, 
clinic, end detalla.) 



22. Have you ever been rejected for military 
service because of physical, mental, or 
other reasons? (If yea, five date end 
reason for re/act/on.) 



23. Have you ever been discharged from 
military service because of physical, 
mental, or other reasons? (if yes, five 
date, reason, and tfpe of discharge: 
wh9thT honorable, other than honorable, 
for unfitness or unsuitebllity.) 



24. Have you ever received, ia there pending, 
or have you applied for pension or 
compensation for exlstinf disability? (it 
yaa, specify what Jrlnd, g rented by whom, 
and what amount, when, why.) 



certify that I have reviewed the foregoing Information supplied by me and that It is true and complete to the best of my knowledge. 

authorize any of the doctors, hospitals, or clinics mentioned above to furnish the Government e complete trenscript of my medical record for purpose 

of processing my application for thia employment or service. 



TYPED OR PRINTED NAME OF EXAMINEE 



SIGNATURE 



NOTE: HAND TO THE DOCTOR OR NURSE, OR IF MAILED MARK ENVELOPE 'TO BE OPENED BY MEDICAL OFFICER ONLY." 

25 Physician's summary and elaboration of all pertinent date (Physician a hail comment on ail positive answers In items 0 through 24, Phyvctan may 
develop by interview any additional medical history he deems important, end record any significant findings hare.) 



TYPED OR POINTED NAME OF PHYSICIAN OR 
EXAMINER 



REVERSE OF STANDARD FORM S3 



DATE 



SIGNATURE 



NUMBER OF 
ATTACHED SHEETS 
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ACTION fv.fcDICAl RELEASE 



The undersigned authorizes any physician, hospital, or other 
medical institution or practitioner who may have examined or treated 



(Name of Volunteer or Avvlicant)^ 


to 


release to the medical staff of ACTION the information, reports, or 


results 6{ the volunteer's medical examinations, care, or treatment 




heretofore administered, or hereafter provided during ACTION 




service. 




signature: pf volunteer 


OA 1 " 3 


SIGNATURE OF PAR£N V OR GUARDIAN (If Volunteer U under 21 veers of *$c/ 


DATE 



ACTION Form A-878 (9-77) Formerly V-«7 
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APPENDIX V 
Designation of Beneficiary Form 
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DESIGNATION OF BENEFICIARY OR WAIVER 
FOR ACTION LIFE INSURANCE 

(Please read instructions on back of form. Fill our two copies and return to the Volunteer Support Officer m your region j 
/The volunteer must complete either Section I. or Section 11. 1 



NAME OF VOLUNTEER 


-Please Print in Ink or Type 


Soc. Sec. # 


Birth Oate 


(Last) 


(First) 


(Middle* 







SECTION I. DESIGNATION OF BENEFICIARY OR CHANGE OF BENEFICIARY (Check one) 

i ) I desire to subscribe to the ACTIOS Life Insurance and designate the beneficiary or beneficiaries named bdow to receive any amount 
of benefits due under this policy. 



i ) I hereby cancel any designations of beneficiary previously executed by me undtr the ACTION Life Insurance Folic > and designate iht 
beneficiary or beneficiaries named below to receive any amount of benefits due under the policy. I hereby ip< cifieally reserve the right 
to change the designation of beneficiary at any time without knowtedge or consent of the beneficiary. 



Given name, middle initial, and last name of each beneficiary. 
(If beneficiary is not a relative, please show address.) 


Relationship 


Percentage 
To Be Paid 

































(Da!*) 



(Signature of Volunteer) 



AGENCY USE ONLY: Date Ree d 



Initials 



(Address) 



SECTION II. 



WAIVER OF COVERAGE 
ACTION LIFE INSURANCE 



NAME OF VOLUNTEER-Please Print in Ink or Type 



Soc. Sec. # 



Birth Oate 



(Last) 



(First) 



(Middle) 



I htreby Mine lov^oge under the ACTIOS Life Insurance. I understand that m waiving this insurance, I am not eligible to subscribe to the 
policy ai a later date \unle±\ /arrange for a physical examination at my own expense and am accepted as healthy by the insurer). 



(Date) 



(Signature of Volunteer) 



(Address) 



(City) 



(State) 



(Zip Code) 



(Please return to Volunteer Support Officer in your region). 



A<~*\QK Form A -582 110/76) Forms A-S82 (Rev. 1?/74), A-583 & A-S84 are 
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DESIGNATION OF BENEFICIARY OR WAIVER FOR ACTION LIFE INSURANCE 



f The volunteer must complete either Section I or Section 11] 
GENEfcAl INFORMATION 

From the time you begin ACTION troinmg you or* oulomolicolly covered by o $10,000 fife insurance policy if you are under age 60, $5,000 if you 
are 60-69. or $2,500 if you are 70 or alder, unless yau execute o waiver. This is a convertible policy This policy is issued by the Northwestern No- 
tianol life Insurance Company and will cost you $21.00 per year. Premiums will be paid by the deduction of $81 per biweekly period, $1 75 if paid 
monthly from your living allowance. 

This coverage terminates 31 days after the dote of your service termination During those 31 days you may convert to an individual policy without a 
medical examination. The necessary farms may be obtained from yaur regional office. 

A designation of beneficiary may be chonged a t any time, and you may cancel the insurance at any time by preparing a waiver, however, if yau 
waive the insurance yau connar suDiequenf/y be covered during your currenf service in ACTION, unless you undergo a physical examination, at yaur 
awn expense and are accepted by the company. 

Thii insurance provides excellent protection at vary | 0 w cost, and yau are urged to take advantage af it. 

Section I is used to subscribe ta the insurance and desigoofS a beneficiary or beneficiaries. Section II is used to waive the insurance cav-age. / n 
either case, 1 he appropriate section musf be prepared, a// onfrios except signatures must be typeo* or printed* in tnk; the rarm must be tree of erasures 
and o/terotions A copy af the completed form, with the "Certificate of Coverage" if the insurance is not waived, will be roamed ta yau far yaur 
records. 

The Waivjr of Coverage lection is self-explanatory. 

If yau elect t 0 take the insurance coverage, the saction showing /our designations af beneficiary should be carefully completed to insure that there will 
be no misunderstanding of your intent. Yau may designate any beneficiary except ACTION. If any person yau designate as a beneficiary is a married 
womon, show her given name. If any person yau designate a beneficiary is n 0 t a relate, show his moiling add. en. Please review the fallowing illus- 
tro*«ans before yau complete the farm: 

1. For one beneficiary: Mary R. Brown— My Mother— 100% 

2. For two beneficiaries/ equally or unequally: 

Mary R Brown-My Mother-50% 
Frank H. Brawn-My Father -50% 

In the event 0 f the death af either beneficiary, if yau desire the share af that beneficiary to go ta the other, add the phrase and ta the 
survivor of them." If this phrase is not included, the shsre of the deceased beneficiary will be paid to yaur survivors in order of precedence as 
specified in the Certificate of Coverage, i.c , widow(er), children, parents, executors, etc 

Nate. H yau use thv ward "survivor" in yaur remarks, that survivor must be shown by name among the designated beneficiaries. 

3* Far mare than two beneficiaries, equa//y or vneqvaUy: 

Mary R. Brawn— My Mother— 40% 
Frork H. Brown— My Father— 30% 
Ann Brown -My Sister— 30% 

In the event of the death 0 f any of the named beneficiaries, if yau desire the share af that Dv neficiaiy to be divided among the surviving 
beneficiaries, add the fol.cwing phrase. ' And m the event of fhe death at any i0 td beneficiary, the share which such deceased wau/d afher- 
wise have taken ihalt be paid in eqyai shares to the survivors af them " Otherwise, the share of any deceased beneficiary will be paid in order 
of precedence specified in Certificate of Coverage. 

4. Successive Beneficiary: 

Mary R. 8r 0 wn~My Mother- 100% -if living, 
otherwise to Frank H Brawn— My Father. 

Or. Mary R. Brown-My Mother- 100%-if living, 
othvtwi'ft !o Frcr^ H Rr«wn~My Father— 50% 
Ann Brown— My Sister— 50% 

If appropriate 0 s explained above, add the phrase "'And to the survivor af them." 

5. Fstofe as Beneficiary Use "My f recufors or Administrators/' rather than "Estate." 

6. Nommg cn /nsfifufion. Be sure to shew fhe exact name af the institution (especially if it is an incorporated institution) and give its lacotian. 

In the event there u no valid designation af beneficiary an file, any death benefit due will be paid ta survivors in the order of precv Hence shown on 
the Certificate af Coverage issued to each Volunteer having the insurance. 



PRIVACY ACT NOTSCE 



Designation of Benefic&iy or Waiver for ACTION Life insurance— Form A-582 
1 This notice is issued under the authority of tho Domestic Volunteer Service Act of 1973 (42 U.S.C. 4951 et seq.). 

2. The Information requested herein will be used to determine and make a record of the volunteers selection of life insurance, 
designation of beneficiaries, waiver of coverage of life Insurance, provide for the deduction of premium costs from tne vol- 
unteer's living allowance. Some of the Information will be retained after the volunteer's ^ivlce as a part of his or her 
personnel record. 

3. The information on this form may be disclosed as a routine use for the following purposes: 
a To the life insurance carrier to issue a policy and maintain the necessary records, 

b To tew enforcement officials in the event any records Indicate a civiS, criminal or :eguiatory violation of law provided, 
however, that such disclosure wl'! be subject to safeguards as published In ACTION'S ' Statement uf General Routine 
Uses" In 40 FR 2114. 

c. To app j>prlately designated officers or employees of other agencies or departments of the Federal government in con- 
nection with loyalty or security investigations or clearances, authorized by law or executive orders. Except with respect 
to such authorized foyalty or security clearances, information provided to other Federal agencies shall be limited to the 
provision of dates of service and a standard description of service as contained in the volunteer s file. 

d To a court magistrate or administrative tribunal having appropriate jurisdiction in a matter in which the information Is 
germane. 

e. To a congressional office which indicates that It has received a equest for such Information from tl.e individual who is 
the subject of the record. 

f. As a data source for management information or statistical and analytical studies in situations in which *he identity oi 
the subject of the recdrds is not disclosed, 

4. Failure to provide the Information herein requested may result In inability of me Agency to provide the volunteer with life 
insurance. 
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APPENDIX VI 

W-4 (Exemption From Withholding of Federal Income Tax) 
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Hm W-4 

(Rtv. January 1984) 



1 Type or print your full name 



Department of the Treasury— Internal Revenue Service 

Employee's Withholding Allowance Certificate 



OMBNo 154 5 0010 



Your social security number 




Home address (number and street or rural route) 



City or town, State, and ZIP code 



' D Single D Married 

Q Married, but withhold at higher Single rate 

Note: If married, but legally separated, or spouse is a 
nonresident alien, check the Single box 



4 Total number of allowances you are claiming (from line F of the worksheet on page 2) 

5 Additional amount, if any, you want deducted from each pay , 

6 1 claim exemption from withholding because (see instructions and check boxes below that apply): 

a D Last year I did not owe any Federal income tax and had a right to a full refund of ALL income tax withheld, AND 
b Q This year I do not expect to owe any Federal income tax and expect to have a right to a full refund of 

ALL income tax withheld. If both a and b apply, enter the year effective and "EXEMPT" here . . . ^ 
c If von pntprpfi "EXEMPT" on linp fin. arp von a full.timp sturipnt? .......... 




Year 



□Yes DNo 



Under penalties of perjury. 1 certify that i am entitled to the number of withholding allowance* claimed on this certificate, or it claiming e*empiiQn fium withhuiUiiib, tnat 1 am en- 
titled to claim the exempt status. 

Employee's signature ► Date ► ,19 


7 Employer's name and address (Employer: Complete 7, 8, and 9 only if sending to IRS) 


8 Office 
code 


9 Employer idtnttfiuitiuri number 



Detach abng this hne. Give the top part of thts form to employei , keep the lower part for your recoi ds. 



Privacy Act and Paperwork Reduction Act 
Notice. — If you do not give your employer a 
certificate, you will be treated as a single person 
with no withholding allowances as required by 
law. We ask fc this information to carry out the 
Internal Revenue laws of the United States. We 
may give the information to the Dept of Justice 
for civil or criminal litigation and to the States and 
the District of Columbia for use in administering 
their tax laws. 

Purpose. — 'fhelaw requires that you complete 
Form W-4 so that your employer can withhold 
Federal income tax from your pay. Your Form W4 
remains in effect until you change it or, if you 
entered "EXEMPT" on line 6b above, until 
February 15 of next year. By correctly completing 
this form, you can fit the amount of tax withheld 
from your wages to your tax liability. 

If you got a large refund last year, you may be 
having too much tax withheld, if so, you may 
want to increase the number of you r allowances 
on line 4 by claiming any other allowances you 
are er titled to. The kinds of allowances, and how 
to figtre them, are explained m detail below. 

If you owed a large amount of tax last year, you 
may not be having enough tax withheld. If so, you 
can claim fewer allowances on line 4, or ask that 
an additional amount be withheld on line 5, or 
both. 

If the number of withholding allowances you 
are entitled to claim decreases to less than you 
are now claiming, you must file a new W-4 with 
your employer within 10 days. 

The instructions below explain how to fill in 
Form W-4. Publication 505, Tax Withholding and 
Estimated Tax. contains more information on 
withholding. You can get it from most IRS offices, 

For more information about who qualifies as 
your dppendent, what deductions you can take, 
and what tax credits you qualify for, see the 
Form 1040 Instructions. 

You may be fined $500 If you file, with no 
reasonable basis, a W-4 that results In jess tax 
being withheld than Is properly allowable. In 
addition, criminal penalties apply for willfully 
supplying false or fraudulent Information or 
falling to supply Information requiring an 
increase In withholding. 



Line-By-Line Instructions 

Fill in the identifying information in Boxes 1 and 
2 If you are married and want tax withheld at the 
regular rate for married persons, check 
"Married" in Box 3. If you are married and want 
tax withheld at the higher Single rate (because 
both you and your spouse work, for example), 
check "Married, but withhold at higher Single 
rate" in Bz« 3. 

Line 4 of Form W-4 

Total number of allowances. — Use the 

worksheet on page 2 to figure your allowances. 
Add the number of allowances for each category 
explained below. Enter the total on line 4. 

If you are single and hold more than one job, 
you may not claim the same allowances with 
more than one employer at the same time. If you 
are married and both you and your spouse are 
employed, you may not both claim the same 
allowances with both of your employers at the 
same time. To have the highest amount of tax 
withheld, claim "0" allowances on line 4. 

A. Personal allowances. — You can claim the 
following personal allowances. 

1 for yourself, 1 if you are 65 or older, and 1 If 
you are blind. 

If you are married and your spouse either does 
not work or is not clawing his or her allowances 
on a separate W-4, you may also claim the 
following allowances' 1 for your spouse, 1 if your 
spouse is 65 or older, and 1 if your spouse is 
blind. 

B. Special wlthhol ^ng allowance.— Claim the 
special withholding, 'towance if you are single 
and have one job orycuare married, have one 
job, and your spouse does not work. You may still 
claim this allowance so long as the total wages 
earned on other jobs by you or your spouse (or 
both) is 10% or less of the combined total wages. 
Use this special withholding allowance only to 
figure your withholding. Do not claim it when you 
file your return. 

C. Allowances for dependents.— You may claim 
one allowance for each dependent you will be 
able to claim on your Federal income lax return. 

No te: If you are not claiming any deductions or 
credits, skip DandE, add lines A, B, andC, enter 
the total on line Fand carry the total over to //. e 4 
ofW< 



Before you claim allowances under D and E, 
total your non-wage taxable income (interest, 
dividends, self-employment income, etc jand 
subtract this amount from estimated deductions 
you would otherwise enter in 01. If your non- 
wage income is greater than the amount of 
estimated deductions, you cannot claim any 
allowances under D. Moreover, you should take 
one-third of the excess (non-wage income over 
estimated deductions)and add this to the 
appropriate "A" value in Table 1 if determining 
allowances under E. 

D. Allowances for estimated deduction s. — If 
you expect to itemize deductions, you can claim 
additional withholding allowances See 
Schedule A (Form 1040) for deductions you can 
itemize. 

You can also count deductible amounts you 
pay for ( 1 ) alimony (2) qualified retirement 
contributions including IRA and Keogh (H R 10) 
plans (3) moving expenses (4) employee business 
expenses (Part I of Form 2106) (5) the deduction 
for a married couple when both work (6) net 
losses shown on Schedules C, D. E, and F (Form 
1040). the last line of Part II of Form 4797, and 
the net operating loss carryover (7) penalty on 
early withdrawal of savings and (8) charitable 
contributions for nomtemizers Note: Check with 
youremployer to see if any tax is beingwithheld 
on moving expenses or IRA contributions Do not 
include these amounts if tax is not being 
withheld; otherwise, you may be underwithheid. 
For details, see Publication 505. 

The deduction allowed a married couple when 
both work is 10% of the lesser of $30,000 or the 
qualified earned income of t <e spouse with the 
lower income. 

Once you have determined these deductions, 
enter the total on line Dl of the worksheet on 
page 2 and figure the number of withholding 
allowances for them. 

E. Allowances for tax credits.— If you expect to 
take credits like those shown on lines 41 through 
48 on the 1983 Form 1040 (child care, 
residential energy, etc.), use the table on the top 
of page 2 to figure the number of additional 
allowances you can claim. You may estimate 
these credits Include the earned income credit if 
you are ,iot receiving advance payment of tt, and 
any excess social security tax withheld Also, if 
you expect to income average, include the 
amount of the reduction in tax because of 
averaging when using the table. 
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Line 5 of Form W-4 

Additional amount, if any. you want deducted 
from each pay. — If you are not having enough 
tax withheld from your pay, you may ask your 
employer to withhold more by filling in an 
additional amount on line 5 Often, married 
couples, both of whom are working, and persons 
with two or more jobs need to have additional tax 
withheld You may also need to have additional 
tax withheld because you have income other than 
wages, such as interest and dividends, capital 
gams, rents, alimony received, taxable social 
security benefits, etc Estimate the amount you 
will be underwithheld and divide that amount by 



the number of pay periods in the year Enter the 
additional amount you want withheld each pay 
period on line 5. 

Line 6 of Form W-4 

Exemption from withholding. — You can claim 
exemption from withholding only if last year you 
did not owe any Federal income tax and had a 
right to a refund of all income tax withheld, and 
this year you do not expect to owe any Federal 
income tax and expect to haw* a right to a refund 
of all income tax withheld If ,uu qualify, check 
Boxes 6a and b, write the year exempt status is 
effective and "EXEMPT" on line 6b, and answer 
Yes or tio to the question on line 6c 



if you want to claim exemption from with- 
holding next year, you must file a new W 4 with 
your employer on or before February 15 of next 
year if you are not having Federal income tax 
withheld this year, but expect to have a tax 
liability next year, the law requires you to give 
your employer a new W 4 by December 1 cf this 
year If you are covered by social security your 
employer must withhold social security tax 

Your employer must send to IRS any VV 4 
claiming more than 14 withholding allowances or 
claiming exemption from withholding if the wages 
o.e expected to usually exceed $200 a week The 
employer is to complete Boxes 7. 8, and y only on 
copies of the W-4 sent to IRS. 



Table 1— For Figuring Your Withholding Allowances For Estimated Tax Credits and Income Averaging (Line E) 



Estimated Salaries 
and Wages from 
AM sources 


Single Employees 
(A) (B) 


Head of 
Household Employees 
(A) (B) 


Married Employees (When 
Spouse not Employed) 
(A) (B) 


Married Employees (When 
Both Spouses are Employed) 
(A) (B) 


Under $15,000 


$ 90 


$150 


$ 30 


$150 


$ 50 


$120 


$ 0 


$120 


15.000-25,000 


120 


250 


0 


250 


70 


170 


310 


170 


25.001.35.000 


190 


300 


0 


300 


130 


250 


800 


220 


35.00145.000 


250 


370 


0 


370 


170 


320 


1.500 


250 


45.001.55.000 


690 


370 


0 


370 


230 


340 


2.210 


330 


55.001 65.000 


1,470 


370 


220 


370 


310 


370 


3.020 


330 


Over 65.000 


2,460 


370 


920 


370 


680 


370 


3,40C 


370 



Worksheet to Figure Your Withholding Allowances to oe Entered on Line 4 of Form W-4 



A Personal allowances 

B Special withholding allowance (not to exceed I allowance— see instructions on page 1) . . 

C Allowances for dependents 

If you are not claiming any deductions or credits, skip lines D and E. 
D Allowances for estimated deductions: 

1 Enter the total amount of your estimated itemized deductions, alimony payments, qualified 
retirement contributions including IRA and Keogh (H R 10) plans, deduction for a married couple 
when both work, business losses including net operating loss carryovers, moving expenses, 
employee business expenses, penalty on early withdrawal of savings, and charitable contributions 
for nonitemizers for the year ► 

2 If you do not plan to itemize deductions, enter $500 on line 02 If you plan to itemize, find your 
total estimated salaries and wages amount in the left column of the table below (Include salanes 
and wages of both spouses ) Read across to the right and find the amount from the column that 
applies to you Enter that amount on line D2 ► 



Estimated 
salaries 

and wages from 
all sources: 



Under $15,000 

15.000 35 000 

35.001 50.000 
Over $50,000 



Single and Head 
of Household 
Employees 
(only one job) 



Married Employees 
(one spouse- working 
and one job only) 



I mployees wtth more thai 
or.r- job or Marrted Employee 
with both spouses workmp 



, $2,800 
. 2.800 
, 8% 
, 10% 



of eshmj ted 
salaries 
and wages 



.$3,900 
. 3.900 
. 3.900 
. 7% 1 



of estimated ufartes 




3 Subtract line D2 from line Dl (But not less than zero) 

4 Divide the amount on line D3 by $1,000 (increase any fraction to the next whole numDer). Enter here 
Allowances for tax credits ar d income averaging, use Table 1 above for figuring withholding allowances 



S 



1 Enter tax credits, excess social security tax withheld, and tax reduction from income averaging 

2 Enter the column (A) amount from Table 1 for your salary range and filing status (single, etc.). 
However, enter 0 if you claim 1 or more allowances on line D4 

3 Subtract line 2 from line 1 (If zero or less, do not complete lines 4 and 5) 

4 Find the column (B) amount from Table 1 for your salary range and filing status .... 

5 Divide line 3 by line 4. Increase any fraction to the next whole number. This is the maximum number of 

withholding allowances for tax credits and income averaging. Enter here ► 

Example: A taxpayer who expects to file a Federal income tax return as a single person estimates annual wages of $12 000 
and tax credits of $650 The $12,000 falls in the wage bracxet of under $15,000. The value in coiumn (A) is 90 
Subtracting this from the estimated credits of 650 leaves 560 The value in coiumn (B) is 150. Dividing 560 by 150 
gives 3 7 Since any fraction is increased to the next whole number, show 4 on line £. 



F Total (add lines A through E). Enter total here and on line 4 of Form W-4 



1 If you earn 10% or less of your total wages from other jobs or one spouse e3rns 10% or less of the couple's comb.ned total wages > »u c*n use the 
Single and Head of Household Employees (only one job)** or "Married Employees (one spouse working and one job on,y) table, whichever >s approp*idie, 



til US GOVEAKUfHf Pfl!NT*WG Q?T>CC t«W>-MKW>43 Jft^O-tliC 



A-40 




•flf AVAILABLE 



APPENDIX VII 
W-5 (Earned Income Credit) 
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form W-5 (1983) Earned income Credit Advance Payment Certificate 

For "Privacy Act" notice see back of form. 



Instructions 

if you expect your 1983 adjusted gross 
income to be less than $10,000, you may 
be eligible for the earned income credit. 
Please read these instructions carefully. 
(Note: Your 1982 adjusted gross income 
was reported on Form 1040A, line 12, 
Form 1040EZ, line 3, or on Form 1040, 
nne 32.) 

What Does the Earned Income Credit 
Do?. — It can provide payments of up to 
$500 to taxpayers who have incomes under 
$10,000 and who have children living with 
them. If you are eligible for the credit, you 
can get it even if you owe no tax. 

Who Can Take the Earned Income 
Credit?. — The checklist below w»l! help you 
find out if you may be eligible for the cretht 
If you answer "Yes" to each question, you 
may be eligible for the credit, if you answer 
"No" to any question on the checklist, you 
are not eligible for the credit and should 
not fill in the certificate. 



Advance Payment of the Earrad income 
Credit. — If you are eligible, you can choose 
to get the credit in advance with your pay 
instead of waiting until you file your tax re- 
turn. You will get the credit on your annual 
tax return even if you do not complete this 
form. 

To receive the credit in advance with 
your pay, fill in the oottom part of this form 
and give it to your employer. You may have 
only one certificate in effect with a current 
employer at one t*rne. If you and your 
spouse are both employed, each of you 
should fiie a separate Form W-5. 

If Your Status Changes. — If you file this 
form with your present employer and your 
status changes during 1983, you usua'ty 
will have to fill cut a new certificate 

if your status changes so that any an- 
swer in the earned income credit checklist 
becomes No, or if you no longei want to 
receive advance payments, you must fne a 
new certificate. Check the No ' box it 
question 1 on the new certificate o show 



that you are r ot qualified or no longer want 
to get advance payments. 

if your status changes because your 
spouse hies a certificate with his or her 
employer, you must tiie a new certificate 
with your employer show.nf, in question 2 
that your spouse has filed. 

Additional information. —If you receive 
advance payments, you must file Form 
1040 or Form 1040A for 1983. 

If you receive advance payment of the 
earned income credit and later find out 
that you are not eligible, you will have to 
pay it back when you file your annual tax 
return. 

If you are married and both you and your 
spouse are working, you should both review 
the Forms W-4, Employee's Withholding Al- 
lowance Certificate, you have on file with 
your employers to make sure that enough 
tax is being withheld. 

This Form W-5 certificate expires on 
December 31, 19S3. If you expect to qual 
ify for the earned income credit in 1984, 
you must file a new certificate for 1984. 



Earned Income Credit Checklist 



To find out if you may be eligible for tne earned income credit, please answer the questions below for 1983. 

A Do you expect the amount of your "Adjusted Gross income" (including that of your spouse) to be less than $10,000? . 

B Do you expect at least one of your ch.ldren to iive with you in the U.S. for ail of 1983 except when he or she is away 

at school or en vacation?* 

C Check and answer either (1) or (2) below, whichever applies. 

(1) □ Married. Do you expect to file a joint return? 

(2) Q Not married. Do you expect to pay at least half the cost of keeping up a household this year?* * 
D Do you expect all >our earned income to be from sources inside the United States and not eligible for exclusion or 

exemption as foreign income or income from U.S. possessions? 

£ Do you expect to claim an exemption for a child who will live with you, OR do you expect to qualify as head of household 
because of an unmarried child who cannot be taken as an exemption? (If either answer is yes. check "Yes/') . . 



Yes 



No 



•The term child includes. Your son or daughter, your stepchild, adopted child, or a child placed with you by an 
authorized p.acement agency for legal adoption (even if the child becomes your stepchild or adopted child, or is 
placed with you, during tne year), OR any other child you care for as your own child fur the whole year, unless the 
child's natural or adoptive parents provide more than half of the support for that year. 
**.f you receive payments under the Aid to Families with Dependent Children (AFDC) program and use them to pay 
part of the cost of keeping up this home, you may not count these amounts as furnished by you. 

Y Give the lower part of this form to your employer; keep the top part for your records y 

„ , Detach along this Una 



Form W~*l 

Cfpsrtr*«nt ot tht Trtsiury 
isttmif Rsvenu* Servict 


Earned Become Credit 
Advance Payment Certificate 

This Certificate Expires on December 31. 1983. 


»3 


Type or print your full name 


Your social security number 



Home address (number and street or rural route) 



City or town, State, and ZIP code 



Note. It you file Form with an employer to recede advance payments of the earned income credtt for 19S3, you must fi/e form 
1040 or Form 1040 A for 19S3. If married, you must hie a /omt return. 



1 I expect to be eligible for the earned ireume credit for 1983, 1 have no other certificate in effect with any other current 
employer, and I choose to receive advance payment of the earned income credit 

2 If you are not married, check "No," OR • 

If you are marnad. does your spouse have a certificate in effect for 1983 with any employer? . . . ■ • 



Yes 



No 



Under penait.es of pcrjuiy, I acciare that the infoimation i have furnished above, to the best of my knowledge, is true, coirett, ard complete 
Signature ► 
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Pate ► 

best copy avatoef 



The following information is provided under the Privacy Act of 1974: 

Internal Revenue Code section 3507 and its regulations say that you must fill out an 
earned income credit advance payment certificate and give it to your employer if you want 
the advance payment. Section 6109 and its regulations say that you must show your social 
security number on what you file. 

The main purpose in asking for this certificate is to pay the advance earned income 
credit. This information may also be given to the Department of Justice and other Federal 
agencies, as provided by law. 

If you don't fill out a signed earned income credit advance payment certificate, you will 
not receive an advance payment. But if you are eligible and don't complete Form W-5, you 
still get the credit on your tax return. 
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DOMESTIC VOLUNTEER PAYROLL NOTICE 



Social Security Number 


Last Name 
(10-13) 


First Name 


Middle 
Initial 


Effective Date of Action 
(14-19) 










Mon 


Day 


Year 



NATURE OF ACTION 



A 


- CD Entered Training 


E 


- CD Project Transfer 


J 


- CD COS Termination 


B 


- CD Project Placement (after training) 


F 


- CD Reenrollment - same project 


K 


- CD Early Termination 


C 


- CD Project Placement (training waived) 


G 


— I I Reenrollment - new project 


L 


- CD Into Hold 


D 


- CD Reinstatement (Previous termination 


H 


- CD Extension - same project 


M 


- CDoutof Hold 


20 




date ) 


I 


— I I Extension • new project 


N 


- CD Other 



Training Class I 
(21-26) 



STATUS CHANGES 



Project Number 

(21-34) 



Termination Date 

(35-40) 



Mon 



Day 



Year 



Last Name 

(41-53) 



First Name 
(54-63) 



Mid. 
I nit. 

(64) 



Social Security Number 

(65-73) 



Volunteer Type 

1 - I I VISTA 

2 - CD UYA 

Cost-Sharing 
Other (specify) 



74 



Volunteer Category 

1 -CDnrv 

2 - CDLRV 

Associate 



75 



Volunteer Leader 
1 - CD appointment initiated 
2- □ appointment ended 



76 



Cost Sharing Program 



Type (specify) 



Status Code 

(77-79) 



Code (81-83) 





Field Address 






Note For termination documents, this space should be used to indicate the address to which the final check should be mailed 


Care of 






(84-107) 


Number and Street (108-135) 


City or Town (136-155) 


Staxe(l5&157) 


Zip Code (158-162) 


FINANCIAL ACTIONS 



Adjustment 
Allowance 

(163-167) 


Food & Lodging 
Allowance 

(168-172) 


For use with HOLD actions only 


Other Allowances 


Advances 


Stipend Accrual 

(173-177) 


Living Allowance 
(178-182) 


Code 
(183-185) 


Amount 
(186-190) 




Amount 
(194-198) 




Form of Advance 
I I Treasury Check 
CD Imprest Fund 
CD Other 





















Life 199 
Insurance 


W-4 Information 


Accounting Information 


DO/MIS 
Use Only 


ModB 
Action 


Special Processing 


DO/MIS 
Use Only 


1 - 1 Icovered 

2 - I Iwaived 


Status \ 20Q 

1 -I I single 

2 —I I married 


Number of 
Exemptions 

(201-202) 


Additional 
Dollar Amt. 

(203-204) 


Organization 
Code 
(205-209) 


Purpose 
Code 

(210-211) 


(212) 


(213) 


(214) 


(215) 










C - CD 
N - CD 


X-CDYes 


C -CDcMF Only 
P -Q] Payroll Only 




Date of Birth (216-221) 


mon day 


V<Sar Sex (222) 


1 O male 2 O female 





Signature of Program Director 



Date 



Signature of Authorizing Officer 



Date 



REMARKS 
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Earning Statement (ACTION Form A-594) 
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DOMESTIC VOLUNTEER EARNINGS STATEMENT 



VOLUNTEER NAME 


SOCIAL SECURITY 
NUMBER 


REGION 
NUMBER 


TAX EXEMPTIONS 


PAY PERIOD 
BEGINNING 


PAY PERIOD 
ENDING 


PAY 
DATE 








Mo 


DAY 


VR 


mo 


DAY 


Vft 


























YOU ARE BEING PAID 


WE ARE DEDUCTING 


TOTAL PAYMENTS 








YEAH TO OAtt 


0E0UCTI0N 


CUTtltENT 


YEAR TO CUTE 


TOTAL DEDUCTIONS 




fOOD I 10CCIKG 






MDEMl TAX 






NET PAY 




imn6 






fiCA TAX 






OVERPAYMENTS YET 
TO BE COLLECTED 




ADJUSTKEPtT 






urc iks 






IEAYE 






ADVANCES 






STIPEND INFORMATION 


KEEMOLIKERT 






OYEIfAY 






ACCRUED 


CURRENT 


TOTAL 


EIHKSIOK 






AUOT 1 










STlPfRO 






AUOT 2 






PAID 






TUG LIVING 












BALANCE 


















LEAVE INFORMATION 














EARNED 


CURRENT 


TOTAL 






























PAID 






lOTAt 






TOTAl 






BALANCE 







ACTION FORM A • ft»4 (4/74) 



A-51 

ERJC 101 



EXPLANATORY NOTES 



TAX EXEMPTIONS: S indicates single, M indicates married followed by the number of exemptions. 
Additional amounts authorized to be withheld are shown after the number of exemptions. Example, 
SO + $10 indicates zero exemptions for a single person, plus an additional $10. Any changes in tax 
exemptions must be requested on Employee's Withholding Exemption Certificate W-4. 

TRAINING LIVING ALLOWANCE: This is the allowance of $1.00 per day earned during training. 
It is only added to your gross when you complete training. It is then reflected in your earnings and in 
withheld tax. The amount of Training Living Allowance advanced in training is chown in the advances 
section of the deductions. 

LEAVE INFORMATION: You are paid your leave in full at the end of the fourth month of service. 
You actually begin earning it at $10.00 per month at the beginning of the fourth month and $10.00 
is reflected in the current earned section at the end of each 30 day period until you have earned the 
full $70.00. The balance is the difference between what you have been paid and what you have earn- 
ed. The information shown in this section is for your current year of enrollment only. 

ADVANCES: Advances given you while in training or as a volunteer by the Regional Office and by 
ACTION Payroll arc reflected in this section and they are all collected at the time they are input to 
ACTION Payroll if there are sufficient funds available due you. 

OVERPAYMENTS YET TO BE COLLECTED: This section shows the total of al! overpayments ei- 
ther as the result of an advance, which was not totally collected at the time because of insufficient 
funds, or because of a change in allowances. Your overpayments are collected et the rate of $10.00 
per pay period until liquidated, if you should complete your service before all overpayments are liqui- 
dated then the balance due wi!l be deducted from your final Stipend check. Collection of Food & 
Lodging or Living Allowance overpayments reduces the amount you are being currently paid of that 
allowance by $10.00. Collection of all other overpayments whether allowances or advances are shown 
in the Deduction section under overpayments. 

Example: Overpayment in Food & Lodging totals $100.00. Normal Bi weekly rate is $12C00. $10.00 
is deducted currently reducing your gross F&L to $1 15.00 and the remaining overpayment to $90.00. 
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BEST COPY AVAILABLE 
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WAS VtHjCU COUtmO WITH SCAT jgLTST Q YtS Q HQ 



w Tts, wt*c thcy in use at nt*c or *«tDtwn QffS Quo 



SJOfUnjRC Of OPtftATOR 



FIGURE 12 



THIt FORM TO OG FILLED OUT WtY THE GOVERNMENT 
OPERATOR AT THE TIME AND AT THE SCENE Or THE 
ACCIDENT. INSOFAR AS POSSIBLE 



OPERATOR'S REPORT OF 
MOTOR-VEHICLE ACCIDENT 



OCf AAIKCM OR ACCftCY 



KAMt AMD LOCATOR Of 0*4 Ah I LA TOM TO WHICH TOU ARC ASSJGNU) 



si 

s 3l 



PLEASE PAINT FUU NAMf <L«t< /V.f A/w«fr /».|,W> 



service NUKXR OH SOCUl SECURITY NUMKR 



ICC RANK RATING OR IITtf 



HOME ADORCSS (Siwi c 'y Sit* ZIPi#i,\ 



©Art ANO OAT Of *(IK Of ACClOCNl 



TUIPH0N1 (Mm) 



HOURS ON OUTY r*KX TO ACOCCHT 



PUCE Of ACCIOCNT itfwt,*!** c.ly. f~c.Hr MM M ««nV' WW 
or */A<T (i»Wt»*r> ) 




• *4 rn 


tr m>t"»*r <w 


(II* 


rftOM what rucc to what rua wtRt you kmjno 



FOR WKAI PrjRPOSC 



parts Of «wcumHACio (o^uo 



ACG»S»AAI*0N ftUMMR Oft OIHUI 
lOCMlfKATlON 



OPERATORS ESTIMATED 
AMOUNT OF DAMAGE 



If THIS IS A SACKING ACCIDENT WAS GUtDf. AVAlUtUt □ TtS o NO 
If AVAILAtLf. WA* CUIOf UffOt H TtS Q NO 



Off RATOR S ST ATI PtRHlT NUMfCR 



Of RATIO IT <SW) 



OPERATOR S HOME ADDRESS (Stwi eU*. Sut* Zir C*d*) 



VChKU tttNSF. NUMMW A NO ST ATI 



YtHKLf OWNCO IT 



OWNER S ADDRESS (M*«*. oi*. 3i4U. Z/P Ct4») 



PARTS Of VCHKUi OAMAClO < D*»*w+4) 



Of MfR YChKU OR fROPtRIY OAmaCCO < Dmtntol 



OPERATOR S ESTIMATED 
AMOUNT Of DAMAGE 
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HAVE YOU ANSWCRCD ALL QUESTIONS AS COMPLETELY AS POSSIftLEf 

4 
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HOt'C AOORESSCS 



fix r cm a« 



OlftUf'OH x-f '»A»U. 



SIM Of •> Mill 0« MtOHAAf 



tr mcokai aid mndcweo run it who* 



WHtAf. WAS INA,"*tO TAKEN 



CONOITJON Of O'HfR OKIVCK 



If OTHER ORIVE* 0* tKSONS INJU*EO »U0£ STATEMENTS AS TO CAUSE Of ACCIDENT ANO EXTFNT Of fCASONAL O* rWOtWTY OAMAC 
AELATt CONVERSATION AnO NAMfS ANO A&OWESSES Of OTHERS HEARING SUCH STATE Mf NTS 



OftAATC* S STATE ttftUiT Nu«MH 



OtftAUO IT 



2^ FaoOMW KHtmtt 



V(Hi<.U L ' C t N y. NoMltft 



OA 'If S AOtM SS (/n... 



-» 2 , fARis <y vtHtca CAMioto (&MtrU«; 

li 



I 



OTMtK MCMTT CAMAGCO 





•AOCE NO. 


«EClNCT OR HQS. 


vr;. ft \cm.' *.c 






CHAlChO* Cf t*a*:i 


1AAT 


SlU 0* STRUT QA Mt^MHAY 




awoximat: sued 
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M •«4 4 ..<•-»- «» 1>«..I t, «>•«. 
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TY^t Of <K>AO*AY ' 
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INVESTIGATION REPORT OF 
MOTOR VEHICLE ACCIDENT 



FIGURE 13 



2. CEHEftU IQCAltOM. DATE. OAT MP KOU ft Of ACCIDENT 

ACCC4N' <H City Ovt Ctlr Q* ak£> HaII * OsJ'MU l'" ."".'l *MXAtl mmaU 01 OH!an<I "O »4aIIU c»It 0« (0»»n 



EXACT LOCATIDH Of ACCIOENT 



ACCCInT O<C^*»0 Cn _ 



NOTE < H K* COMPETE OnE Nx»« (« »A»^ ,« *««-tv ^t< M<t>*i *•»♦• "**Vf •>•«§» •» »V« (*•• *«~W«0 

* *»*•*»,• >»I)«W o*«,»i Ul.»i «ti,, 4,.<-*r <*!••* lv«*4frl *>tl»«tt * «A« S^«- 

• 4W«~tt 



D ai »*imtcrcN *ATH _ 

D U01 At wntMCTO* _ 
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4. FEDERAL VEHICLE 


(f Id )(tKfeftl W»»Wy OwftH f HtrtDr OWN) 


*. OTKEft VEHICLE (2) 
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fAirt of VUWCU OamaGW an© NATVtl C OamaGI 


• All* Of VINKll 0*M A&tO ANO NATV«C Of OAMAGI 
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C»Va»#'I OanGU 
NOMO (!•••) 
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WITNESSES 
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CONDITION Of QUIVER AND PEDESTRIAN 
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Standard Form *4 
RCTltcd June 1953 
Bureau of the Budget 
Circular A-5* (Rev.) 
(94-103) 



FIGURE 15 
STATEMENT OF WITNESS 

(£/«• addition*! thfts if ncciiMry) 



BUDGET BUREAU 
APPROVAL NO »-R11Q 



I. 0ID YOU SEC THE ACCIDENT! 



2. WHEN DID IT HAPPEN? (Timt and date) 3 WHERE DID IT HAPPEN} (Strttt totation and titf) 



4. TttL IN YOUR OWN WAY HOW THE ACCIDENT HAPPENED 



5. WHERE WERE YOU WHEN THE ACCIDENT OCCURRED? 



6. WAS ANYONE INJURED. AND IF SO. EXTENT OF INJURY IF KNOWN? 



7. DESCRIBE THE APPARENT DAMAGE TO PRIVATE PROPERTY 



t. DESCRIBE THE APPARENT DAMAGE TO GOVERHMEHT PROFERTY 



9. IN TRAFFIC CASES STATE 


(a) GOVERNMENT VEHICLE 


(6) OTHER VEHICLE 


APPROXIMATE SPEED 


(Aft/ej per hour) 







tO. GIVE THE NAMES AND ADDRESSES OF A NY OTHER WITNESSES TO THE ACCIDENT 
NAMES 



ADDRESSES 



12. HOME ADDRESS 


TELEPHONE NO. 


13. BUSINESS ADDRESS 


TELEPHONE NO. 


14. INDICATE ON THE DIAGRAM BELOW WHAT HAPPENED: 





1. Number Federal vehicle as 1— other vehicle at 2 -additional vehicle 
a* 3, and show direction of travel by arrow 

(£ump/i.- ■ ■ > y | 1 

2. Uie tolid line to show path before accident 
Broken line after accident 



3. Show pedestrian by -■» 

4. Show railroad by « |j 1 M | I I M I I M M 

5. Give name* or number* of street* or highways 

6. Indicate north by arrow in this circle 



O 
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BEST COPY AVAILABLE 



File Reference: 



r 



l j 



This office has been advised that you witnessed an accident which occurred 



It will be helpful if you will answer, as fully as possible, the questions on the back of this letter. 
Your courtesy in complying with this request will be appreciated. An addressed envelope, which requires no 
postage, is enclosed for your convenience in replying. 



Sincerely yours, 



End. 



U.J. GOVERNMENT ffllHTING Off Id - 1!W-0-2K>-5t4 (OVER) 

^AJIAVA YSOO T238 A " 60 Jtq 

ERIC 0 



FIGURE 16 



CLAIM FOR DAMAGE, 
INJURY, OR DEATH 



INSTRUCTIONS: Prepare in ink or typewriter Piea»e reud carefully the 
instructions on the reverse %ide *nd supply infurmahon requeued on both 
skJcs of this form Use additional shcet(s) if necessary 



OM md t 

Appro**! No 
10-RIM 



i SUBMIT TO 



2. NAME AND ADDRESS OF CLAIMANT (Number, street. City. State, 
and Zip Code) 



3 TYPE OF EMPLOYMENT 



O MlllTARY 

a Civilian 



4 AGE 



5 MARITAL 
STATUS 



6 NAME AND ADDRESS OF SPOUSE. If ANY (Number, street, city. State, and 
Zip Code) 



7 PLACE OF ACCIDENT (One city or toven and State, if outside city limits, indicate 
mileage or distance to nearest city ar town) 



I OATE AND DAY 
OF ACCIDENT 



9 TIME 
MM OR P Mi 



AMOUNT OF CLAIM (in dollars) 



A MOf>f*TY DAMACt 



• PERSONAl INJURY 



C WRONGFUI DEATH 



1 1 DESCRIPTION OF ACCIDENT (State belon, in detail, all known fails and circumstaiu.es attending the c/urmift. injurs, or death, tJcnuf^na 
persons and property imolved and the cause thereof) 



12 



PROPERTY DAMAGE 



NAME AND ADDRESS OF OWNER. If OTHER THAN CLAIMANT (Number. Street, city. Sim*, and Zip Code) 



•RiEFiy OESCRllE KiND And LOCATION OF PROPERTY And NATURE And Extent OF DAMAGE iSee nutria liuns on re \ trie side for method of Mtibuoniiuuut ifatml 



PERSONAL INJURY 



STATE NATURE AnO EXTENT OF INJURY WHICH FORMS THE RASlS Of THIS CLAIM 



WITNESSES 



ADDRESS (Number, street, dry, State. *nd Zip Code) 



1 CERTIFY THAT THE AMOUNT OF CLAIM COVERS ONLY DAMAGES AND INJURIES CAUSED |Y T it ACCIDENT AlOvE AND AGREE TO ACCEPT SAiD 
AMOUNT IN FULL SATISFACTION AND FINAL SETTLEMENT OF THIS CLAIM 


1 5 SIGNATURE OF CLAIMANT {This signature should be used in all future correspondence) 


16. OATC OF CLAIM 



CIVIL PENALTY FOR PRESENTING 
FRAUDULENT CLAIM 

The claimant shall forfeit and pay to the United States the sum 
of $2,000, plus double the amount of damages sustained by the 
United States. (SeeR.S. V490,5438i3l U.S.C. 23! ) 



CRIMINAL PENALTY FOR PRESENTING FRAUDULENT 
CLAIM OR MAKING FALSE STATEMENTS 

Fine of not more than $10,000 or imprisonment for not more 
than 5 years or both (See 62 Stat 698, 749, 18 U S C 287, 1001 ) 



ClNERAl SERVICES ADMINlSTRATlON-FPAAR 101-111 
♦J-J05 



STANDARD form ts 
REVISE0 FEIRUARY 1971 
CSA FPMR 101-11 • 
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BEST COPY AVAILABU 



INSTRUCTIONS 

Complett all irtrm-lnstrt tht word NONE whtro applicable 



Claims for damage to or for loss or destruction of property, or 
for persona! injury, must be signed by the owner of the property 
damaged or lost or the injured person If, by reason of death, other 
disabiho or for reasons deemed satisfactory by the Government, the 
foregcung requirement cannot be fulfilled, the claim may be filed by 
a duly authorized agent or other legai representative, provided 
evidence satisfactory to the Government is submitted with said 
claim establishing authority to act. 

If claimant intends to file claim for both personal injur> and prop- 
erty damage, claim for both must be shown in item 10 of this form 
Separate claims for personal injury and property damage are not 
acceptable. 

The amount claimed should be substantiated by competent 
evidence as follows* 

(a) In support of claim for personal injury or death, the claimant 
should submit a written report by the attending physician, showing 
the nature and extent of injury, 'he nature and extent of treatment, 
the degree of permanent disability, if any. the prognosis, and the 



period of hospitalization, or .ncapacitation. attaching itemized bills 
for medical, hospital, or bunal expenses actually incurred. 

(b) In tupport of claims for damage to property which has been 
or can be economically repaired, the claimant should submit at least 
two itemized signed statements or estimates by reliable, disinterested 
concerns, or, if payment has been made, the itemized signed receipts 
evidencing payment. 

(c) In support of claims for damage to property which Is not eco- 
nomically reparable, or if the property is lost or destroyed, the claim- 
ant should submit statements as to the original cost of the property, 
the date of purchase, and the value of the property, both before and 
after the accident Such statements should be by disinterested com* 
petent persons, preferably reputable dealers or officials familiar 
with the type of property damaged, or by two or more competitive 
bidders, and should be certified as being just and correct. 

Any further instructions or information necessary in the prepara- 
tion of your claim will be furnished, upon request, by the office 
indicated in item # I on the reverse side 



INSURANCE COVERAGE 



In order that subrogation claims may be adjudicated, it is es^tmial that the claimant provide the folluwing information regarding the insurance 
coverage of his vehicle or property 



17. DO YOU CARRY ACCIDENT INSURANCE? □ YES. IF YES. Glvt NAME AND ADDRESS OF INSURANCE COMPANY dumber, street, city, State, and 
Zip Code) AND POUCY NUMBER □ NO 



18 HAVE YOU FILED CLAIM ON YOUR INSURANCE CARRIER IN THIS INSTANCE. AND IF SO. IS IT 


19 IF DEDUCTIBLE. STATE AMOUNT 


FUU COVERAGE OR DEDUCTIBLE? 





20 IF CLAIM HAS BEEN FILED WITH YOUR CARRIER. WHAT ACTION HAS YOUR INSURER TAKEN OR PROPOSES TO TAKE WITH REFERENCE TO YOUR 
CLAIM? (It is necessary that ycu ascertain these facts) 



21 DO YOU CARRY PUBLIC LIABILITY AND PROPERTY DAMAGE INSURANCE ? □ YES. IF YES. GIVE NAME AND ADDRESS OF INSURANCE CAR- 
RIER (Number, street, city. State, and Zip Code) □ NO 
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OPTIONAL fO*M 26 

MAY 1962 

G£N SCRV AOMIN 

fpmk (4i On) 

101-39 705 



DATA BEARING UPON SCOPE OF EMPLOYMENT OF MOTOR VEHICLE OPERATOR 



INSTRUCTIONS. This form is to be filled out by the operator at the time and at the scene of the accident, insofar 
as possible, and attached to the completed Standard Form 91, Operator's Report of Motor Vehicle Accident. 



I . NAME 



3. AGENCY NAM(. AND BEGINNING OATE OF OUTY 



5. I mmEO I a Tt SUPERVI SOU ( Samt ) 



i. titu ano joe classiucation 



4. ESTABLISHED FORKING HQUPS 
TO 



A.M. 
P.M. 



« . SUPERVISOR'S T I TLE 



A.M. 
P.M. 



7. VEHICLE IS (Check one only) 
n- • GOVERNMENT. 0«*EO PJ 



*. if slock 7t>. is checked, is title to vehicle registered in 

OPERATOR'S NAME ' 



6. NOT GOVERNMEM • OWNED 



YES 



□ 



// \(J fur Jelai/t *ii to hou ithulf i$ tlt/tJ 



f Idmttfujtion V* ) 



( Lutntt N'e , 



♦ . WAS THIS VEHICLE ASSlGNtO TO OPERATOR 3Y A GSA MOTOR POOL ' 



// >'£5 fiie dtutli and iotjtion of ' ih G\A Motor Poo! 



If \'0 uhat attitit) atuf^nrd the ithtrft' 



10. HOW 010 OPERATOR Rfc.CE I VE AUTHORITY FOR USE OF VEHICLE 1 
OR ALL Y f I *R I T TEN AUTHORITY 

(jt\< dftut/i 



Q 



;n. ORIGIN 



T2, DESTINATION 



13. EXACT PURPOSE OF TRIP 



L_ 



14. DATE AND TIME TRIP BEGAN 



15. DATE ANO UmE. Of ACCIOENT 



U. HOW 010 OPERATOR RECEIVE AUTHORITY FOR TRIP' 

ORALLY | | WRIT T£N AUTHOR 1 T V 

Gift dttaih 



Q 



■ S. WAS TRIP MAOE WITHIN ESTABLISHED WORK I Nf. HOURS ' 

□ yts 13° 



// SO txplan 



17. WAS THERE ANY OEVIATION FROM DIRECT pOUTE 1 
// YES explain in detail 



l». DID OPERATOR WHILE ENROUTt tNGACE IN ANY ACTIVITY OThER THAN 

that for which this , 

MiP was aUT hOR I ZC n J I | ) 

[_JvES l_|NO 

// YES explain 



10. STATE SELOW FULL 0ETAIL5 OF THE AUTHORITY FOR. THE NATuRE OF. ANO CIRCUMSTANCES SURROUND I NO THE TRIP NOT OTHERWISE CQvEpED AfiOVE 
OR ON THE ACCOMPANYING SF-SL 



(C ontinue on reverse) 



OPERATOR 'S 



The information contained herein is true and correct to the best of my knowledge and belief. 



SUPERVI SOR'S 



5026-102 



SIGNATUPE 
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of Land Management. P.O. Box 30157. 
Billings. Montana 59107. 
Gamy E. Canruthert . 
Assistant Secretary cf the Interior. 
June 30. 1961. 

|FK Doc U-JQI20 Flltd 7-4-TI. Li5 un| 
BtLUNO COO€ 4310 



ACTION 

45 CFR Part 1210 

VISTA Trainee Deselection and 
Volunteer Early Termination 
Procedures 

agency: Action. 
action: Final regulation. 

summary: This document codifies and 
revises ACTlCN's procedure concerning 
the deselection of Trainees and early 
termination of Volunteers by the 
ACTION Agency, and the procedure for 
appealing such deselections and 
terminations' Also. th:s procedure has 
been revised to include a section dealing 
with VISTA Volunteers in ACTION'S 
National Grant Program. 
effective DATE: This regulation shall 
take effect on August 24. 1981. 
FOR FURTHER INFORMATION CONTACT: 

Angelo Traficinti. Chief. VISTA Policy 
Unit, toll-free 80CM24-6580 Extension 
82. 

SUPPLEMENTARY INFORMATION: 

ACTION s procedures for dpsrler 1 us 
Trainees, term, .idling VoJunlrcr? <ind 
providing an opportunity to appeal such 
terminations are presently contained in 
ACTION Order 4002.6. entitled 

Suspension. Early Termination and 
Appeal Procedures for VISTA and ACV 
Volunteers and Trainees", published in 
1974. and also appear in the VISTA 
Volunteer Handbook distributed to all 
volunteers. Five years experience has 
indicated a need for revision as well as 
codification in the Code of Federal 
Regulations. In August 1979. all Regional 
and Stale ACTION offices as well as the 
National VISTA Volunteers Form were 
asked for suggestions as to changes in 
the early termination procedures. A 
proposecTrule incorporating these ideas 
and making editorial revisions in the 
existing procedrues was published in 
the Federal Register for comment on 
November 16. 1979 (44 FR 65999). 

The Agency has considered the public 
comments received and has determined 
to adopt the proposed regulation with 
certain modifications. Discussed below 
are the provisions of the Final regulation 
and the major public comments the 
Agency received in response to Its 
proposed rule. 



I. Description of the Regulation 

This regulation establishes the 
s:andards and procedures by which full- 
time Trainees and Volunteers enrolled 
in programs authorized by Part A or Part 
C of Title 1 of the Domestic Volunteer 
Service Act of 1973 (42 U S C. 4951 et 
seq ) may be terminated from volunteer 
service Under the regulation, the 
Volunteer is first notified that 
cor.sideralion is beiny given to his or her 
termination and informal discussions 
between the Volunteer and an ACTION 
staff member will be scheduled If. after 
such discussion, the staff member 
believes that ground* for termination 
exist, the Voljntecr will be given an 
opportun ; ty to resign. If the Volunteer 
does not resign, he or she will be 
notified in writing of ACTION'S intent to 
terminate. The Volun'csr, within 10 days 
of receipt of such notice, may respond to 
the appioorute State Direc'or or 
designer. The S:ate Director will then 
review the case end i3sue a Notice of 
Decision. A Volunteer who is 
d>ssa'isf;?(t with the decision of the 
State D'.rcctor may appeal the early 
termination to the Ktgiondl Director 
who will review the file and any 
additional mforma'.on submitted by the 
Vohntc. ,r in the appeal and render a 
wr tten iwsjcl 

A Volunteer may appeal the decision 
of the Regional Director within five days 
of its reu'ip 1 by rec, icsting .n writing 
that the Regional Doctor appoint a 
Hearing Examiner (hereafier referred to 
us Examiner). Upon receipt of such a 
request, the Regional Director must 
apocint an Examiner who, after 
re\ tewing the complaint, determines the 
appropriate scope of the investigation. 
In the investigation, the Examiner must 
provide *he \ ohmtcer an opportunity to 
present his or her position through a 
personal interview, group meeting, or 
any other manner which the Examiner 
determines to be conducive to a fair and 
impartial gathering of the facts. A 
hearing will be held only if the Examiner 
determ nes that the documentation 
reveals a disputed question of fact 
necessary to the resolution of an issue 
relevant to the early termination. 

V\hrn the investigation by the 
Examiner has been completed, a report, 
including recommendations, which will 
constitute the offi' ia! terminal. on file is 
written and the file is mnde ava.lable to 
the Volunteer for review and comment. 
After the Volunteer has been given the 
opportunity to review and comment on 
the file, the file is forwarded to the 
Director of VISTA for decision. The 
Director's decision must be made within 
ten days after receipt of the file and 
must be communicated to the Volunteer 



in writing. The decision of the Director 
of VISTA is the final Agency decision. 

II. Discussion of Comments Received 

A Nature of the Comments 

The Agency received ten letters 
containing approximately twenty*five 
comments on the draft regulations 
published in the November 16. 1979. 
Federal Register. Analysis of the 
comments reflects concern with the 
following two categories: the role of the 
Examiner, and the change in the 
submission of an appeal to the Examiner 
after the Regional Director's decision 
rather than before as in the previous 
procedure. These two areas account for 
the majority of the comments received 
that were not of merely a technical 
nature. 

Comments were received from 
Agency officials and both present and 
past VISTA Volunteers. The following is 
the Agency's response to the 
substantive comments received. 

B. Response 

Structural Position of the 
Investigation and Hearing. Two 
comments were received that protested 
the proposed change in the regulations 
from appointment of the Examiner prior 
to the Regional Director's decision to 
after the Regional Director's decision 
and prior to the final Agency decision 
by the Director of VISTA. One comment 
stated that such a change would place 
ar undue burden on the Regional 
Director to determine the facts, and the 
other comments pointed out that such a 
change would harm the Volunteer who 
would be required to proceed through 
another step of Agency review prior to 
an independent review by an Examiner. 

After consideration of both points, the 
Agency feels that the proposed 
provision requiring appointment of an 
Examiner after the Regional Director's 
decision is the most economical, 
practical, and equiiable procedure. The 
Regional Directors are closely involved 
and familiar with the situition in their 
Regions and have access to sources of 
pertinent information regarding 
terminations. Although t'le loss of the 
Examiner's report prior 'o their 
decisions may place the burden of 
fuilher investigation on the Regional 
Directors, it provides a forma! decision 
on the termination appeal prior to the 
assignment of an Examiner. The Agency 
does not feel ihat altering the placement 
of the independent examination to after 
the Regional Director s decision 
seriously affects the rights of the 
Volunteer. The provision of an 
independent investigation is still 
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available to the Volunteer who if not 
satisfied with the State and Regbml 
response. 

Hole of the Examiner The other 
comments received concerning the 
Examiner involved a demand that all 
Volunteerf . once referred to the 
Exominer. should be entitled to a full 
hearing. No previous Agency procedures 
ever gave the Volunteers such a right, 
nor does the Agency believe a full 
hearing to be necessary in all 
terminations. The regulation requires a 
hearing by the Examiner only in those 
terminations in which a disputed 
question of fact necessary to the 
resolution of an issue relevant to the 
termination is presented. If no hearing is 
required, an opportunity for 
presentation of relevant and material 
information to the Examiner is required. 
Furthermore, the Volunteer reviews, and 
may submit comments on the completed 
file prior to the issuance of the report by 
the Examiner. 

Pursuant to Section 3(c)(3) of EO. 
12291. entitled. "Federal Regulation" the 
required review process has been 
completed by the Director of the Office 
of Management and Budget. 

List of Subjects in 45 CFR Part 1210: 

Volunteer* Grant Programs/Soda) 
Programs; Administrative Practice and 
Procedure. 

Accordingly. 45 CFR Part 1210 is 
added to read as follows: 

PART 1210— VISTA TRAINEE 
DESELECTION AND VOLUNTEER 
EARLY TERMINATION PROCEDURES 
Subpart A— Geoerel 

Sec 

1210.1-1 Purpose. 
1210.1-2 Scope. 

1210.1- 3 Definitions. 

Subpart B — VISTA Trainee Deselection 

1210.2- 1 Ground* for deselection. 

1210.2- 2 Procedure for deselection. 

Subpart O-VrSTA Volunteer Early 
Termination 

1210.3- 1 Grounds for termination. 
1210.3-2 Removal from project 
1210.3-3 Suspension. 

1210.3-4 Initiation of tennUation. 
1210.3-5 Preparation for appeal. 
1210.3-0 Appeal of termination. 
1210.3-7 Inquiry by Hearing Exaaimer. 
1210.3-4 Termination file and Examiner's 
report. 

1210.3-0 Decision by Director of V15TA. 
1210.3-11 Disposition of termination and 
appeal files.. 

Subpart B-lfrrtfcmatOmrt Trai nee* md 
Volunteers 

1210.4 Earfy ttrariniUo* procedures fur 
National Grant Trainee* and Volunteers. 



Appendix A— Standard for Examiners 

Authority: Sees. 103(c). 402(14). Pub 
113. 87 Stat. 397 and 407 

Subpart A— General 

11210.1-1 Purpoee. 

This part establishes procedure* 
under which certain Trainees and 
Volunteers serving in ACTION 
programs undei Pub. L 93-113 will be 
deselected from training or termimnated 
from service and how they may appeal 
their deselection or termination. 

(Sees, 1031c). 402(14). Pub L 03-113. 87 Stat 
307 and 407) 



f 1210.1-2 

(a) This part applies to all Trainees 
and Volunteers enrolled under Part A of 
Title I of the Domestic Volunteer Service 
Ad of 1073. Pub. L 93-113, as amended, 
(42 U.&C. 4951 ei $eq.J (hereinafter the 
"Act") and full-time Volunteers serving 
under Part C of Title I of the Act. 

(b) This part does not apply to the 
medical separation of any Trainee or 
Volunteer. Separate procedures, as 
detailed in the VISTA Handbook, are 
applicable for such separation*. 

(Sect. 103(c). 462(14). Pub L 93-113. 87 StaL 
307 and 407) 

{1210.1-9 Deflnttfont, 

(a) "Trainee*' means a person enrolled 
in a program under Part A of Title I of 
the Act or for full-time volunteer service 
under Part C of Title I of the Act who 
has reported to training but has not yet 
completed training and been assigned to 
a project 

(b) "Volunteer" means a person 
enrolled and currently assigned to a 
project at a full-time Volunteer under 
Part A of Title 1 of the Act or under Part 
C of Title I of the Act 

(c) "Sponsor" means a public or 
private nonprofit agency to which 
ACTION has assigned Volunteers. 

(d) "Hearing Examiner" or 
"Examiner" means a person having the 
qualifications described in Appendix A 
who hts been appointed to conduct an 
inquiry with respect to a termination. 

(e) "National Grant Program" means a 
program operated under Part A, Title I 
of the Act in which ACTION has 
awarded a grant to provide the direct 
cost* of supporting VISTA Volunteers 
on « national or multi -regional basis. 
VISTA Volunteers nay be assigned to 
local offices or project affiliate*. The 
national granlee provides overall 
training, technical aeefsUne* tad 
management support for project 
operation*. 

(f) "Local co w p ooc a T leans a local 
office or project affiliate of a national 
grantee to which VISTA Volunteers are 



assigned under the VISTA National 
Grants Program. 

(g) 'Termination" means the removal 
of a Volunteer from VISTA service by 
ACTION, and does not refer to removal 
of a Volunteer from a particular project 
which has been requested by a sponsor 
or Governor under 1 1210.3-2. 

(h) "Deselection" means the removal 
of a Trainee from VISTA service by 
ACTION. 

(Sect. 103(c). 402(14). Pub. L W-1U 87 Stat. 
307 and 407) 

Subpart B-VISTA Trainee Deselection 
§1210.2-1 Qroimdi for desefcctkxv 

ACTION may deselect a Trainee out 
of a training program for any of the 
following reasons: 

(a) Failure to meet training selection 
standards which includes, but is not 
limited to. the following conduct* 

(1) inability or refusal to perform 
training assignments* 

(2) disruptive conduct during training 
sessions* 

(b) Conviction of a iy criminal offense 
under Federal. State or local statute or 
ordinance; 

(c) Violation of any provision of the 
Domestic Volunteer Service Act. of 1973. 
as amended, or any ACTION policy, 
regulation, or instruction; 

(d) Intentional false statement 
omission, fraud, or deception in 
obtaining selection as a Volunteer or 

(e) Refusal to accept Volunteer 
Placement. 

(Sees. 103(c). 402(14). Pub. L 03-113. S7 Stat. 
307 and 407) 

f 12102*2 Procedure for deeeJecUon. 

(a) The Regional Director or designee 
shall notify the Trainee in writing that 
ACTION intends to deselect the 
Trainee. The notice must contain the 
reasons for the deselection and indicate 
that the Trainee has 5 days to appeal. 

(b) The Trainee is placed on 
Administrative Hold at the time of the 
notice of deselection. 

(c) The Trainee has 5 days after 
receipt of the notice to appeal in writing 
to the Regional Director, or designee 
specified in the notice, furnishing any 
supportive documentation. In the appeal 
letter, the Trainee may request an 
opportunity to present his or her case in 
person. 

(d) If the Trainee does not respond to 
the notice, deselection becomes 
effective at the expiration of the 
Trainee's time to appeal. 

(e) Within 5 days after receiving the 
Trainee's appeal, if no personal 
presentation is requested the Regional 
Director or designee must issue a 
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decision If a personal presentation is 
requested, the Regional Director or 
designee must schedule it within 5 days, 
and must issue a decision 5 days after 
such presentation. In either case, the 
decision of the Regional Director or 
designee is final. 

(Sect. 103(c). 402(14). Pub L 93-113. 87 Slat 
397 a.ld 407) 

Subpart C— VISTA Volunteer Early 
Termination 

§ 1210.3-1 Grounds for termination. 

ACTION may terminate or suspend a 
Volunteer based on the Volunteer's 
conduct for the following reasons 

(a) Conviction of any criminal offense 
under Federal. State, or local statute or 
ordinance: 

(b) Violation of any provision of the 
Domestic Volunteer Service Act of 1973. 
as amended, or any ACTION policy 
regulation, or instruction: 

(c) Failure refusal or inability to 
perform prescribed project duties as 
outlined in the Project Narrative and/or 
volunteer assignment description and as 
directed by the sponsoring organization 
to which the Volunteer is assigned 

(d) Involvement in activities wh»ch 
substantially interfere with the 
Volunteer's performance of project 
duties: 

(e) Intentional false statement, 
omission, fraud, or deception in 
obtaining selection as a Volunteer 

(f) Any conduct on the part of the 
Volunteer which substantially 
diminishes his or her effectiveness as a 
VISTA Volunteer or 

(jgj Unsatisfactory performance of 
Volunteer assignment. 

(Sees. 103(c) 402(14). Pub I 93-113. 87 Stat 
397 and 407) 

§ 1210.3-2 Removal from project. 

(a) Removal of a Volunteer from the 
project assignment may be requested 
and obtained by a written request 
supported by a statement of reason by. 

(1) The Governor or chief executive 
officer of the State or similar jurisdiction 
in which the Volunteer is assigned or. 

(2) the sponsoring tfrganfzation. The sole 
responsibility for terminating or 
transferring a Volunteer rests with the 
ACTION Agency. 

(b) A request for removal of a 
Volunteer must be submitted to the 
ACTION State Director, who will in turn 
notify the Volunteer of the request. The 
State Director, after discussions with the 
Volunteer and in consultation with the 
Regional Director, if necessary, has 15 
days to attempt to resolve the situation 
with the sponsor or the Governor's 
office. If the situation is not resolved at 
the end of the 15 day period, the 



Volunteer will be removed from the 
project and pliced on Administrative 
Mold pending a decision as set iorth in 
paragraph (c) of this section 

jej The State office will take one of 
the following actions concerning a 
Volunteer who has been removed from a 
project assignment: 

(1) Accept the Volunteer's resignation. 

(2) If removal was requested for 
reasons other than those listed in 

§ 1210.3-1. ACTION will attempt to 
place the Volunteer on another project. 
If reassignment is not possible, the 
Volunteer will be terminated for lack of 
suitable assignment, and he or she will 
be given special consideration for 
reinstatement: or 

(3) If removal from the project is 
approved based on any of the grounds 
for early termination as set forth in 

§ 1210,3-1. the Volunteer may appeal the 
termination grounds as detail ?d in 
Subpart C of this Part to establish 
whether such termination is supported 
bv sufficient evidence. If ACTION 
determines that the removal based on 
grounds detailed in § 1210.3-1 is not 
established by adequate evidence then 
the procedures outlined in § 1210 3- 
2(c)(2) will be followed. 

(d) A Volunteer's removal during a 
term of service may also occur as a 
result of either the termination of, or 
refusal to renew, the Memorandum of 
Agreement between ACTION and the 
sponsoring organization, or the 
termination or completion of the initial 
Volunteer assignment. In such cases, the 
Volunteer will be placed in 
Administrative Hold status while the 
Regional Office attempts to reassign the 
Volunteer to another project. If no 
appropriate reassignment within the 
Region is found within the 
Administrative Hold period, the 
Volunteer will be terminated but will 
receive special consideration for 
reinstatement as soon as an appropriate 
assignment becomes available, If 
appropriate reassignment is offered the 
Volunteer and declined. ACTION has no 
obligation to of f er additional or 
alternative assignments. 

(Sees 103(c). 402(14). Pub. L 93-113 87 Stat 
397 and 407) 

§1210.3-3 Suspension. 

(a) The ACTION State Director may 
suspend a Volunteer for up to 30 days in 
order to determine whether sufficient 
evidence exists to start termination 
proceedings against the Volunteer. 
Suspension is not warranted if the State 
Director determines that sufficient 
grounds already exist for the initiation 
of termination. In that event, the 
termination procedures contained in 
51210.W will be followed. 



(b) Notice of suspension may be 
written or verbal and is effective upon 
delivery to the Volunteer Within 3 days 
after initiation of the suspension, the 
Volunteer will receive a written notice 
of suspension setting forth in specific 
detail the reason for the suspension. 
During the suspension period the 
Volunteer may r«t engage in project 
activities, but wih continue to receive all 
allowances, including stipend. 

(c) At the end of the suspension 
period, the Volunteer must either be 
reassigned to a project, or termination 
proceedings must be initiated. 

!Secs Ktf'c) 402(141 Pub L 93-m 87 Stdt 
397 and 407) 

§ 1210.3-4 Initiation of termination. 

(a) Opportunity for Resignation. In 
instances where ACTION has reason to 
believe that a Volunteer is subject to 
termination for any of the grounds cited 
in § 1210 3-1. an ACTION* staff member 
will discuss the matter with the 
Volunteer If. after the discussion, the 
staff member believes that grounds for 
termination exist, the Volunteer will be 
given an opportunity to resign. If the 
Volunteer chooses not to resign, :!ic 
administrative procedures outlined 
below will be followed. 

(b) Notification of Proposed 
Termination. The Volunteer will be 
notified, in writing by certified mail, of 
ACTION'S intent to terminate him or her 
by the ACTION State Director at least 
15 days in advance of the proposed 
termination date. The letter must give 
the reasons for termination, and notify 
the Volunteer that he or she has 10 days 
within which to answer in writing and to 
furnish any affidavits or written 
material. This answer must be submitted 
to the ACTION State Director or a 
designee identified in the notice of 
proposed termination. 

(c) Review and Notice of Decision (1) 
Within 5 working days after the date of 
receipt of the Volunteer's answer, the 
State Director or designee will send a 
written Notice of Decision to the 
Volunteer by certified mail. (If no 
answer is received from the Volunteer 
within the time specified, the State 
Director or designee will send such 
notice within 5 days after the expiration 
of the Volunteer s time to answer.) 

(2) If the decision is to terminate the 
Volunteer, the Notice will set forth the 
reasons for the decision, the effective 
date of termination (which, if the 
Volunteer has filed an answer, may not 
be earlier than 10 days after the date of 
the Notice of Decision), and the fact that 
the Volunteer has 10 days in which to 
Submit a wruten appeal to the Regional 
Director. 
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(3) A Volunteer who has not filed dr. 
answer pursuant to the procedures 
outlined above is not entitled to appeal 
the decision or request a hearing and 
may be terminated jn the date of the 
Notice. 

(d) Allowances and Project Activities 
(1) A Volunteer who files an answer 
within the 10 davs allowed b> 1210 3- 
4(b) with the Stale Director or designee 
following receipt of tne notice of 
proposed termination will be placed in 
Administrative Hold status and may 
continue to receive regular allowances, 
but no stipend in accordance vulh 
ACTION policy until the appea' is 
final!) decided The Volunteer may not 
engage in an> project related activities 
during this time 

(2) If the proposed termination is 
reversed, the Volunteer's stipend and 
any other allowances 5 ost during the 
period of re\:ev\ wi'! be reinstated 
retroacti\e\ 

(Sees 103ICI 402(141 Pub L 93-113 8?S'dt 
397 and 4071 

§ 1210.3-5 Prtparahon for appeal. 

(ai Entitlement to Representation A 
Volunteer ma\ be accompanied 
represented and dd\»sed by a 
representatixe of the Volunteer s own 
choice at any stage of (he appeal. A 
person chosen by the Volunteer must be 
willing to act as representative and not 
be disqualified because of conflict of 
position. 

(b) Time for Preparation and 
Presentation f 1 1 A Volunteer s 
representative »f a Volunteer _r an 
employee of ACTION*, must be given a 
reasonable amount of time off from 
assignment to present the appeal. 

(2) ACTION will not pay travel 
expenses or per diem travel allowances 
for either a Volunteer or the Volunteer's 
representative in connection with the 
preparation of the appeal except to 
attend the hearing as provided in 
§ 12103-7|c)I5) 

(c) Access to Agency Records (1) A 
Volunteer is entitled to review any 
material in his or her official Volunteer 
folder and any relevant Agency 
documents to the extent permitted by 
the Privacy Act and the Freedom of 
Information Act. (5 U S.C. 552a: 5 U.S.C. 
552). Examples of documents which may 
be withheld from Volunteers include 
references obtained under a pledge of 
confidentiality, official Volunteer folders 
of other Volunteers and privileged intra 
Agency memoranda. 

(2) A Volunteer may review relevant 
documents in the possession of a 
sponsor to the same extent ACTION 
would be entitled to review them. 



(Sec* 10Jic) 4C:i 4)Pu' i 9.V113 8? Stat 
39? and 407) 

§ 1210.3-6 Appea* ot termmation 

(a) Appeal to Reg.ona! Di'ertor. A 
Volunteer has 10 days from the Notice 
of Decision issued by trie Sta'e Director 
or designee in v\ hich to appeal to the 
Regional Director The appeal must be in 
writing and fpecify the reasons for the 
Volunteer s dtsagreemt-r.* wi**) the 
decision The Re* .>'• ^, D'rec'.or has 10 
days in whir^ '? "e^j*" e wn'.ten 
decision or 'ri° V^.^pp-s appea! 
indicating •'ea?c" , '.r the deciS'On In 
notifying th? V o »c" c f the decision, 
the Regions 1 Director mj?t also inform 
the VoIuPt*e # <** h-s o* he* oppo r tunity 
to reaues' t 1 :- d??yintmer' of a Hearing 
Examiner and the procedure *o be 
folic wee* 

(bj Referral to Hearing Examiner If 
the Vo'^nieer is d so'^cc with the 
de r, « or c' \*ie P. r ~ rt *v! D m ci'o*, the 
\ oiL , r.*oe r na f 5 c * - - v%-,cr to request 
the appointmert of Hearing Examiner 
The Regional Director mjs! act on that 
request within 5 days The Hearing 
Examiner must possess :he 
qualifications specified in Appendix A 
to this Par' and may no' be an 
employee o f ACTION unless his or her 
pnnapal duties are those of Hearing 
Examiner. 

(Sees 103fc 402114) P. l i L 93-113 87 Stit 
39? ind 40"' 

§ 1210J-7 lnQu**y by Hearing Examiner. 

(a* Scope of!n^u~\ M) The Excminer 
aha", co^qjc' 3" i?c *y of a nature and 
scope apDror.na»e • j :he issues involved 
m the termrra' cn I f the Examiner 
determines tha* the te'rr nation involves 
relevant disr^tec i$sues of fact. >h° 
Examine" nus* hole ? heanng un^ss it 
is waived bv the Volur.'eer If tne 
Examin°r de*erm;ne« iha! the 
termination does nr imoKe relevan* 
disputed issuer of facK. the Examiner 
need no' hole <t hea'ng. but mus* 
provide th* parties an opportunity for 
oral presentation of their resDer *»ve 
positions A' the Exerr rer's discretion, 
the inoy. r \ rnr'ur'' 

(1) la* secunnr of cocumer'a-* 
e\ice-ice 

(n) Person* 1 r » lf '"\;fws including 
te'ephcr.e n ^r\ • v.r 

(m) Groto rr?c'«r.g r nr 

(ivjAfTicc* »r> v; . i«n interrogator.es 
or depos:tior.< 

(2) The Exam-nrr s •m ,, i*y sha'I 
commence with n ? day* a*ter referral 
by the Regional Directcr The Examiner 
shall issue a report as soon gs possible, 
but within 30 days after referral, except 
when a hearing is held. If heanng is 
held, the Exa-nre* shall issue a report 
v\ith:n 45 days a'*er the referral. 



(b) Conduct of Heanng If a hearing is 
he j d the conduct of the heanng and 
production of witnesses shall conform 
with the following requirements: 

(1) Tie heanng shall be held at a time 
and place determined by the Examiner 
who shall consider the convenience of 
parties and witnesses and expense to 
the Government in making the decision. 

(2) Ordinarily, attendance at the 
heanng will be limited to person? 
determined by the Examiner to have a 
direct connection with it. If requested by 
the Volunteer, the Examiner must open 
the hearing to the public. 

(3) The heanng shall be conducted so 
as to bnng out pertinent facts, including 
the production of pertinent records 

(4) Rules of evidence shall not be 
applied stnc'iy. but the Examiner may 
exclude irrelevant or unduly repetitious 
testimony or evidence 

i5) Decisions on the admissibility of 
evidence or testimony shall be made by 
the Examiner 

(0) Testimony shall be under oath or 
affirmation, administered by the 
Examiner. 

(7) The Examiner shall give the parlies 
an opportunity to present oral and 
WTit'**n testimony that is relevant and 
material, and to cross-examine 
witnesses who appear to testify. 

(8) The Examiner may exclude any 
person from the hearing for conduct that 
obstructs the heanng. 

(c) Witnesses. 

(1) All parlies are entitled to produce 
witnesses. 

(2' Volunteers, employees of a 
sponsor, and employees of ACTION 
shall be made available as witnesses 
when requested by the Examiner. The 
Examiner may request witnesses on hu 
or her own initiative. Parties shall 
furnish to the Examiner and to opposing 
parties a list of proposed witnesses, and 
an explanation of what the testimony of 
each is expected to show, at least 10 
days before the date of the hearing. The 
Examiner may waive the time limit in 
appropriate circumstances 

(31 Employees of ACTION shall 
remain in a duty statfas during the time 
they are made available as witnesses. 

(4) Volunteers, employees and any 
other persons who serve as witnesses 
shall be free from coercion, 
d.scnmmation. or reprisal for presenting 
their testimony. 

(5) The Examiner must authorize 
payment of trav el expense and per diem 
at standerd Government rates for the 
Volunteer and a representative to attend 
the hearing 

(6) The Examiner may authorize 
payment of travel expense and per diem 
at standa r d Government rates for other 
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necessary witnesses to attend the 
hearing if he or she determines that the 
required testimony cannot be 
satisfactorily obtained by affidavit, 
written interrogatories or deposition at 
less cost. 

(d) Report of Hearing. (1) The 
Examiner shall determine how any 
hearing shall be reported and shall have 
either a verbatim transcript or written 
summary of the hearing prepared, which 
shall include all pertinent documents 
and exhibits submitted and accepted. If 
the hearing is reported verbatim, the 
Examiner shall make the transcript e 
part of the record of the proceedings 

(2) If the hearing is not reported 
verbatim, a suitable summary of 
pertinent portions of the testimony shall 
be made part of the record of 
proceedings. When agreed to in writing, 
the summary constitutes the report of 
the hearing. If the Examiner and the 
parties fail to agree on the hearing 
summery, the parties are entitled to 
submit written exceptions to any part of 
the summary, and these written 
exceptions and the summary will 
constitute the report of the hearing and 
shall be made part of the record of 
proceedings. 

(3) The Volunteer may make a 
recording of the hearing at the 
Volunteer's own expense if no verbatim 
transcript is made. 

(Sees. 103(c). 402(14). Pub L 93-113. 87 Stat. 
397 and 407) 

§ 1210.3-8 Termination file and Examiners 
report 

(a) Preparation and Content. The 
Examiner shall establish a termination 
file containing documents related to the 
termination, including statements of 
witnesses, records or copies thereof, and 
the report of the hearing when a hearing 
was held. The Examiner shall also 
prepare a report of findings And 
recommendations which shell be made 
part of the termination file. 

(b) Review by Volunteer. On 
completion of the termination file, the 
Examiner shall make it available to the 
Volunteer and representative for review 
and comment before Submission to the 
Director of VISTA. Any comments by 
the Volunteer oi representative should 
be submitted to the Hearing Examiner 
for inclusion in the termination file not 
later than 5 days after the file is made 
available to them. The comments should 
identify those parts of the Examiner s 
report which support the appeal. 

(c) Submission of termination file. 
Immediately upon receiving the 
comments from the Volunteer the 
Hearing Examiner shall submit the 
termination file to the Doctor of 
VISTA. 



(Sees 103(c). 402(14) Pub L SM13 87 Stat 
397 and 407) 

§ 1210.3-9 Decision by Director of VISTA. 

The Director of VISTA shall issue a 
written decision, including a statement 
of the basis for the decision, within 10 
days after receipt of the termination file. 
The decision of the Director of VISTA is 
the final Agency decision. 
(Sees 103(c). 402(14) Pub L 93-113, 87 Stat 
397 and 407) 

§ 1210.3-10 Reinstatement of Volunteer. 

(a) If the Regional Director or Director 
of VISTA reinstates the Volunteer, the 
Regional Director may at his or her 
discretion reassign the Volunteer to the 
Volunteer's previous project or to 
another project The Regional Director, 
in making such a decision, must request 
the Volunteer's views, but has the final 
decision on the Volunteer's placement. 

(b) If the Volunteer s termination is 
reversed, stipend and other allowances 
lost during the appeal period will be 
paid retroactively. 

(Sees 103(c). 402(14). Pub L 93-113. 87 Stat 
3<>7 end 407) 

§ 1210.3-11 Disposition of termination and 
appeal files. 

All termination end appeal files shall 
be forwarded to the Director of VISTA 
after a final decision has been made and 
ere subject to the provisions of the 
Privacy Act and Freedom of Information 
Act No part of any successful 
termination appeal may be made part of, 
or included in. a Volunteer's official 
folder. 

(Sees. 103(c). 402(14). Pub L 93-113. 87 Stat. 
397 and 407) 

Subpart D— National Grant Trainees 
and Volunteers 

§ 1210.4 Early termination procedures for 
National Grant Trainees and Volunteers. 

Trainees and Volunteers serving in 
the National Grant Program as defined 
in § 12t0.1-3(e) will be subject to the 
same termination procedure as standard 
VISTA Trainees and Volunteers with 
the following exceptions: 

(a) For Trainees, the deselection 
procedure, |See § 1210.2-2) will be 
handled by the Project Manager in 
ACTION/Headquarters. 

(b) The Initiation of termination. |S 
§ 1210.3-4 (a) and fb)] will be hano 
by the VISTA Project Manager in 
ACTION/Headquarters, with the 
concurrence of the appropriate Slate 
Director. The Review and Notice of 
Decision. |See $ 1210.3-4(c)) will be 
handled by the VISTA Project Manager 
in ACTION/Headquarters. 

(c) The Appeal of termination. |See 
§ 1210.3-6(a)l will be handled by the 



Chief of VISTA Branch and not the 
Regional Director. 

(d) The final decision on a Volunteer 
appeal will be made by the Director if 
VISTA as provided in § 1210.3-9. 

(Sees 103(c) 402(14) Pub I 93-113. 87 Stat 
397 and 407) 

Appendix A — Standard for Examinara 

(a) An Examiner must meet the 
requirements specified in eiiher (1). (2). (3). or 
(4) below 

(l)(a) Current employment in Grades GS-12 
or equivalent, or abo\ e 

(b) Satisfactory completion of a specialized 
course of training prescribed by the Office of 
Personnel Management for Examiners: 

(c) At least four years of progressively 
responsible experience m administrative, 
managerial, professional, investigative, or 
technical work which has demonstrated the 
possession of 

(1) The personal attributes essential to the 
ef'ecti'-e performance of the duties of an 
Examiner, including integrity, discretion* 
reliability, objectivity, impartiality. ' 
resourcefulness, and emotional stability. 

(ii) A high degree of ability to 

— Identify and select appropriate sources 
of information, collect, organize, analyze and 
evaluate information, and arrive at sound 
conclusions on the basil of that information. 

— Analyze situations: make an objective 
md logical determination of the pertinent 
facts evaluate the facts, and develop 
practical recommendations or decisions on 
the b-sis of facts. 

—Recognize the causes of complex 
problems and apply mature judgment in 
assessing the practical implications of 
alternative Solutions to those problems. 

—Interpret and apply regulations and other 
complex written material. 

— Communicate effectively oraPy and in 
writing including the ability to prepare clear 
and concise written reports' and 

— Deal effectively with individuals and 
groups, including the ability to gam the 
cooperation and confidence of others. 

(m) A good working knowledge of 

— The relationship between Volunteer 
administration and overall management 
concerns, and 

—The principles, systems, methods and 
administrative machinery for accomplishing 
the work of an organization 

(2) Designation as an arbitrator on a panel 
of arbitrators maintained by either the 
Federal Mediation and Conciiiafton Service 
or the American Arbitration Association 

(3) Current or former employment as. or 
current eligibility on the Office of Personnel 
Management s register forbearing Examiner. 
oS-935-0 

(4) Membership in g..-od standing in the 
National Academy of Arbitrators. 

(b) A former Federal employee who. at the 
time of leiving the Federal service, was in 
Crcde CS-12 or equivalent, or above, and 
who meets a<l the requirements specified for 
an Examiner except completion of the 
prescr bed training course m.n be used as an 
Examiner upon s<t tsfaciory completion of the 
training course 
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ACTION 

45 CFR Part 1211 

VISTA Volunteer G fevance Procedure 

Agency: ACTION. 
Action: Final regulation. 

Summary: This document revises 
ACTION'S regulations on VISTA 
Volunteer Grievance Procedures in 
response to suggestions from volunteers 
and program staff. In addition, the 
procedure has been revised to Include a 
Cection dealing with VISTA Volunteers 
serving in ACTION'S National VISTA 
Grants Program. 

Effective date: This regulation shall 
take effect on July 25, 1960. 
FOR FURTHER INFORMATION CONTACT: 
Angelo Traficanti; Chief, VISTA Policy 
Unit. 800-424-6580* Ext. 82. 
SUPPLEMENTARY INFORMATION! The 
existing VISTA Volunteer Grievance 
Procedure was published in 1974, 
pursuant to Section 104(d) of the 
Domestic Volunteer Service Act of 1973 
(42 U.S.C 4954(d)). It also apears in the 
VISTA Volunteer Handbook which is 
distributed to all VISTA Volunteers. 
Five years experience with the 
procedure has indicated a need for 
revision In August 7979. all Regional 
and State Offices as well as the 
National VISTA Volunteer Forum wen- 
asked for suggestions as to changes in 
the procedure. A proposed rule 
incorporating these ideas and making 
minor editorial revisions in the existing 
procedures was published in the Federal 
Register for comment on November 18, 
1979. 

The Agency has considered the public 
comments received and has determined 



to adopt the proposed regulation with 
certain modifier lions. Discussed below 
are the provisions of the final regulation 
and the major public comments the 
Agency received in response to its 
proposed rule. While this regulation haa 
been developed with consideration of 
comments from tiie public, as a matter 
involving volunteers, it is exempt from 
the requirements of Executive Order 
12044. Improving Government 
Regulations. 

I. Description of the Regulation 

The regulation establishes a 
procedure by which VISTA Volunteers 
and all full-time volunteers serving 
under Part C of Title I of the Act may 
present and obtain resolution of their 
grievances. Under the regulation the 
volunteer first brings an informal 
grievance to the attention of the Chief 
Executive Officer of the sponsoring 
organization to which the volunteer is 
assigned and the State Program Director 
in an attempt to resolve the grievance on 
a local, informal basis. If the volunteer is 
dissatisfied with the informal resolution 
of the grievance a formal complaint may 
be presented to the appropriate Regional 
Director. 

After a determination that the 
informal procedures were fully utilized, 
the Regional Director must either decide 
the grievance immediately on its merits 
or determine that the grievance should 
be rejected for the following reasons: (1) 
The volunteer exceeded the pre^ribed 
time limits, or (2) the grievance consists 
of matters not within the scope of the 
grievance procedures under this 
regulation. A volunteer may appeal a 
decision to reject the complaint to the 
Office of General Counsel for an opinion 
as to the appropriateness of the 
Regional Director's action. The opinion 
by the Office of General Counsel that 
the grievance exceeds the scope of the 
regulations or was not timely filed will 
be final. If the Office of General Counsel 
rules that the rejection was 
inappropriate, the grievance will be 
returned to the Regional Director for a 
decision on its merits. Once a decision 
on the merits of the grievance has been 
made, the volunteer shall be notified of 
the decision, the reasons underlying it. 
and the means of appeal. 

A volunteer may appeal the decision 
of the Regional Director within five days 
of its receipt by requesting in writing 
that the Regional Director appoint a 
Grievance Examiner (subsequently 
referred to as Examiner). Upon receipt 
of such a request, an Examiner shall be 
appointed who after review of the 
complaint shall determine the 
appropriate scope of the investigation 
In the investigation, the Examiner shall 
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provide the snevunt an opportunity to 
present his or her pos 'i >n through 
personal interviews, tfroup meetings or 
dnv other manner which the Examiner 
determines to be conducive to a fair and 
impartial gathe ing of the facts A 
hearing wil 1 bt held onlv if the Examiner 
determines that the documentation 
reveals a disputed question of fact 
determinative tu the resolution of an 
issue iclevant to the grievance. 

Oni the investigation tie 
K\.i 'inner is completed, a report 
mLl # udin# recon mendations which 
constitute 'H* official grievance file is 
wr»tl. n and the "nevance file is made 
mailable to the sieving volunteer for 
r n v t eu and comment After the 
volunteer has been qiven the 
oppoi'un'*v to if view and comment on 
the gnnionu 1 Me f he file is forwarded 
to the Direc Ur of VISTA for decision. 
The Director s decision shad be made 
within ten '10) days after receipt of the 
g levance file .^nd shall be 
communicated ( o the volunteer in 
w r itmg. 1 he decis'on of the Director of 
V iSTA is the final agency decision. 

II. Discussion of Comments Received 

A Nature of the Comments 

The Agency received ten (10) letters 
containing approximately twenty-five 
(25) comment 4 * on the draft regulations 
published in the November 16. 1979 
Federal Register, Analysis of the 
comments refect concern with the 
following three (3) categories the scope 
of the regulations, the role of the 
Examiner; and the change in the 
submission of a grievance to the 
Exam ner af'er the Regional Director's 
decision rather than before as in the 
previous regulations. These three (3) 
areas account for the majority of the 
cemments received that were not of 
merely a technical nature. 

Cumments were received from the 
Agency Officials (7). and both present 
and past VISTA Volunteers (3). The 
fo owing ,s (he Agency's response to 
the substantive comments received. 

B. Response 

Scope of the Regulation — Definition of 
a Grievance. The Agency received 
comments from either past or present 
volunteers concerning the proper 
matters that should be covered by the 
regulations including the specific 
definition of grievance found in 
§ I21l.l-3(b) and the matters not 
covered by the regulations found in 
§ 1211 1-5. In general, the comments 
reflected the belief that the proposed 
definition of grievance was either too 
vague or too restrictive an interpretation 
of the proper areas in which a volunteer 



maj fi!e a grievance it was suggested 
that the tenis and -conditions of 
service" be defined as those set out .n 
the I ? ST A Volunteer Han Jht ok to 
pr'AiJc more guidance Another 
k omment noted that as proposed, the 
Jt finition of grievance did not allow or 
rec Jire poiu y changes if. in the course 
of a grievance, it is apparent that the 
prt ^ M policies caused the grievance to 
anse 

The Agencv agrees that the grieving 
volunteer who is directly effec 1 d by the 
pnlicy may properly request * review of 
the p jIicv which caused the grievance. 
I lowever. this docs not require the 
Agency to change the policy or 
procedure in '.he specific manner desired 
by the gnevant. In this manner, 
volunteers will obtain individual relief 
as well as mpi t into the specific policy 
involved in the grievance. However, the 
volunteer grievance procedure is not the 
appropriate mechanism for the 
development and revision of Agency 
policy Such functions are properly the 
responsibility of the Agency and its 
internal management. 

Furthermore, as a result of the 
concerns expressed in the comments, 
the Agency has clarified its definition of 
the "terms and conditions of service", 
by its expanded definition of grievance, 
but does not believe that referring to the 
VISTA Volunteer Handbook is an 
adequate solution. The Handbook is not 
an all-inclusive document of the 
volunteers' terms and conditions of 
service. Therefore, in order not to 
restrict the term unduly but to give some 
guidance in this area, the whole 
paragraph encompassing the scope a 
gnevunce must be read in order to 
define the terms and conditions of 
service of a VISTA Volunteer. 

This was done to clarify both the 
scope of the "terms and conditions of 
service" and to emphasize that the 
person who may utilize the procedure is 
the volunteer who alleges a denial or 
violation of such term or condition of 
service. 

Structural Position of the Grievance 
Examiner. Two comments were 
received that protested the change in the 
proposed regulations from appointment 
of the Examiner prior to the Regional 
Director's decision to after the Regional 
Director's decision and prior to the final 
Agency decision of the Director of 
VISTA. One comment stated that such a 
change would place an undue burden on 
the Regional Director to determine the 
facts, and the other comment believed 
that such a change harmed the grieving 
volunteer who is now required to 
proceed through another step of Agency 
review prior to an independent review 
by an Examiner. 



After consideration of Loth points ihe 
Agency feels that the proposed pre*>ent 
regulation s pro\ <>.on of the hxanuner 
after the Regional Director s dec lsuhi >*» 
the most economical practical, and 
equitable proi edure The Reg.onal 
Directors art* more clobely in\ oKed and 
familiar vs »h the situation in th* J 
regions and would have access to 
sourc es of pertinent mforma'ein 
reg-.'ding the grievances Although the 
loss of the Examiner's report prior to 
their decision may place the burden of 
further investigation on the Regional 
Directors, it provides a means of formal 
resolution of the grievance prior to the 
assignment of the Examiner I"he 
Agency does not feel that altering the 
placement of the Examiner to after the 
Regional Director's decision ser ousiv 
affects the rights of the volunteer 1 he 
provision of an independent 
investigation is still available to the 
grieving volunteer who is not satisfied 
with the State and Regional response 

Role of the Examiner. The other 
comments received concerning the 
Examiner involved a demand that .ill 
grieving volunteers, once referred to the 
Examiner, are entitled to a full hearing" 
Neither this regulation nor the previous 
regulation ever gave the volunteers such 
a right, nor does the Agency believe a 
full hearing to be necessary in all 
grievances The regulation requires a 
hearing before the Examiner only in 
those grievances in which a disputed 
question of fact determinative to the 
resolution of an issue relevant to the 
grievance is presented. If no hearing is 
required, an opportunity for 
presentation of relevant and material 
information to the Examiner is required. 
Furthermore, the grieving volunteer 
reviews and may submit comments on 
the completed file prior to the issuance 
of the report by the Examiner. 

Accordingly. 45 CFR Part 1211 is 
revised to read as follows. 

PART 1211-VOLUNTEER GRIEVANCE 
PROCEDURES 



1211 1-1 Purpose. 

1211 1-2 Ajjpbcabihty. 

1211 1-3 Definition* 

1211.1-4 Policy. 

1211 1-5 Matters not covered. 

1211 1-6 Freedom to initiate grievances 

1211 1-7 Entidement to representation 

1211 1-8 Time for preparation and 

presentafton 
1211.1-9 Acoesa to agency records 
1211 1-10 Informal grievance procedure. 
1211.1-11 Initiation of formal grievance 

procedure. 

1211.1-12 Inquiry by grievance examiner. 
1211.1-13 Grievance file and examiner s 
report. 
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I :u 1-14 Final determination by director of 
VISTA 

Utl 1-15 Disposition of grievance appeal 
Hes 

13 I 1-16 Grtevsnce procedure for national 

VISTA grants volunteers 
Appendix A Standards for E*«rninors 

Authority: Sees 104(d). 402(14). 420. Pub I 
95-11 ) 87 btat 39a 407. and 414 

$1211.1-1 Purpose. 

T.'.is Part establishes procedures 
unit r which certain volunteers enrolled 
undo? Pub L. 93-113 may present and 
obtain resolution of grievances 
(Sics 10-aV J. 402(14). 420. Pub L 93-11.1 87 
Stal 338.407, and 414) 
* 12H.1-2 Applicability. 

Vhs Part app!»es to all volunteers 
enrolled under Part A of Title I of the 
Domest.c Volunteer Service Act of 1973 
as amended. Pu*>. L 93-113. (42 US C 
4931 ci srq ). 

fSecs 104(d). 402(14). 420. Pub L 93-113. 87 
^\it 398,407. and 414) 

§1211.1-3 Definitions. 

(a* "Volunteer" means a person 
en.ulled and currently serving as a full* 

ime volunteer under Part A of Title I of 
•he Domestic Volunteer Service Act of 
\973. For 'he purpose of this part, a 
volunteer vvhosw service has terminated 
shad be deemed to be a volunteer for a 
;>cr od of 90 days thereafter. 

(hi "Grievance" mean9 a matter 
arising out o f . and directly affecting, the 
volunteer's work situation, or a violation 
rf *hose regulations governing the terms 

nd cond.t ons of service resulting in the 
c.na! or infringement of a right or 
berefit *c the grieving volunteer. Terms 
u id condiMons of service refer to those 
rights and privileges accorded the 
volunteer e ther through statute, Agency 
r eguIation, or Agency policy. 

The relief requested must be directed 
toward the correction of the matter 
■nvoiung the affected individual 
volunteer or the affected group of 
volunteers and may request the revision 
c i existing oohcies and procedures to 
ensure against similar occurrences in the 
future Requests for relief by more than 
oe volur'eer arising from a common 
Ciusc with.n one region may be treated 
jab ng'e §r evance. The following are 
t samples of gnevable matters: 

(i) A v oluileer is assigned to an ur< a 
o r harsh climate where special clothing 
<s ne( jssarv und ">ot already possessed 
b\ t L .e voLrtter. A request for a special 
vilowance for such cloth»ng «s arbitrarily 
rv'used. 

I i) A volunteer submits a request for 
reimbursement ^or transportation costs 
ii curred wYle on authorized emergency 
leave ««hirh is denied. 



(m) The project sponsor fails to 
prov ,de adequate support to the 
volunteer necessary for that volunteer to 
perform the assigned work, such as the 
sponsor's failure to provide materials to 
the volunteer which is necessary for the 
performance of the volunteer's work 

(c) "State Program Officer" means 
that ACTION official who is directly 
responsible at the first level for the 
project in v.r ** h the volunteer is serving 

(d) "Sponsor" means a public or 
private nonprofit agency to which 
ACTION has assigned volunteers 

(el "Grievance Examiner" or 
"Examiner" means a person having the 
qualifications described in Appendix A 
who is appointed to conduct an inquiry 
or hearing with respect to a grievance 

(0 "National VISTA Grants Program" 
means a program operated under Part A. 
Title I of the Domestic Volunteer Service 
Act in which ACTION awards a grant to 
a national grantee to operate a VISTA 
Volunteer program on a national or 
multi-regional baste. 

(g) "Local component" mean* a local 
office or project affiliate of a national 
grantee which has VISTA Volunteers 
assigned to it under the National VISTA 
Grants Prog r am. 

(h) The "Act" means the Domestic 
Volunteer Service Act of 1973. Pub L 
93-113. (42 USC. 4951 et seq ), as 
amended. 

(Sees 104(d). 402(14). 42a Pub. L. 93-113, 87 
Stat 398. 407. and 414) 

$1211.1-4 Policy, 

It is ACTION'S policy to provide 
volunteers the widest latitude to present 
their grevances and concerns to 
appropriate officials of ACTION and of 
sponsoring organizations. This 
regulation is designed to assure that the 
rights of individual volunteers are 
recognized and to provide formal ways 
for them to seek redress with confidence 
that they will obtain just treatment. 

(Sees 104(d), 402(14), 420. Pub L 93-113.87 
Stat 39a 407. and 414) 

§ 1211.1-5 Matters not covered. 

Matters not within the definition of a 
grievance as defined in § 1211.1-3(b) are 
rot eligible for processing under this 
procedure. The following are specific 
examples cf excluded areas and are not 
:n'< nded as a complete listing of the 
matters excluded by this Part. 

(a) The establishment of a volunteer 
project its continuance or 
disconi. nuance, the number of 
vo'unteers uss'gned to it, increases or 
deceases in the level of support 
prov 4 ded to a project, suspension or 
termination of a project, or selection and 
ruten-'on of project staff. 



(b) Matte-s for which a separate 
administrative procedure is provided 

(c) The content of any law. published 
rule, regulation, policy or procedure 

(d) Matters which are. by law. subject 
to fma! administrative review outside 
ACTION 

(e) Actions taken in compliance with 
the terms of a contract, grant, or other 
agreement. 

(f) The internal management of the 
ACTION A^enc> unless such 
management 1S specifically shown to 
individually and d.rectly affect the 
volunteer's work situation or the terms 
and conJit.o.»s of service as defined in 
§ 1211.1-3(b) 

(Sees UW|d). 402(14). 420. Pub I. 93-113.87 
Sut 398.407, and 414) 

§ 1211.1-6 Freedom to Initiate grievances. 

The initiation of a grievance sh<ill not 
be construed as reflecting on a 
volunteer's standing, performance or 
desirability as a volunteer. ACTION 
intends that each supervisor add 
sponsor, as well as ACTION and its 
employees, maintain a healthy 
atmosphere in which a volunteer can 
speak freely and have frank discuss. ons 
of problems. A volunteer who initiates a 
grievance shall not as a result of such an 
action be subjected to restraint, 
interference, coercion, discrimination or 
reprisal. 

(Sees 104(d). 402(14). 420. Pub L 93-113.87 
Stat 398, 407. and 414) 

§ 1211.1-7 Entitlement to representation. 

A volunteer may be accompanied, 
represented, and advised by a 
representative of the volunteer s own 
choice at any stage of the proceeding. 
The volunteer shall designate his or her 
representative :n writing. A person 
chosen by the volunteer must be willing 
to act as representative and have no 
conflict between his nr her position and 
the subject matter of the grievance. 

(Sees. 104(d). 402(14). 420. Pub L 93-113 87 
Stat 398. 407. and 414) 

§ 1211.1-8 T«me for preparation and 
presentation. 

(a) Both a volunteer and a volunteer's 
representative, n" another volunteer or 
an employee of ACTION, must be given 
a reasonable amount of administrative 
leave from their assignments to present 
a grievance or appeal. 

(b) ACTION vv.:i not pay travel 
expense or per uiem travel allowances 
for either a vc' nteer o r his or her 
representative i.n connection with the 
prtpaiation of a grievance or appeal, 
except in connt rtion wuh a hearing and 
the examination A tne gnevant Liu as 
pro\ided in § 1211.1-12(c). 
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(Sect 104(d). 402(14). 420. Pub L 93 113. a 7 
Stat 398 407. and 414) 

§ 121 1.1-9 Access to agency rtcc-rdt, 

(a) A volunteer is entitled to review 
any material in his or her official 
volunteer folder and any relevant 
Agency doruments to the extent 
permitted by the Freedom of Information 
Act dnd the Privacy Act. as amended. 5 
U SC. 552. USC. 552a. Examples of 
ducuments which may be withheld from 
volunteers include references obtained 
under a pledge uf confidentiality, official 
volunteer fulders of other volunteers, 
and privileged in trd -agency documents 

(b) A volunteer may review relevant 
documents in the possession of a 
sponsur to the extent such documents 
arp disposable under the Freedom of 
lnfurnidtion Act i>nd Prrvacy Act 

fS**o IWM}. 402(14) 4J0. 1'ub I. 9J-113. 67 
Stat 3*W) 407 and 414) 

§1211.1-10 Informal grievance 
procedure. 

(a) Initiatiun of grievance. A volunteer 
may initiate a grievance within 15 
calendar days after the event giving rise 
tu the grievance occurs, or within 15 
calendar days after becoming aware of 
the event. A grievance arising out of a 
continuing condemn or practice that 
individually affects the volunteer may 
be brought at any time. A volunteer 
initiates a grievance by presenting it in 
writing to the chief executive officer of 
the sponsor, or the representative 
designated to receive grievances from 
volunteers. The designated 
representative may not be the 
immediate supervisor of volunteers 
assigned to the sponsor The chief 
executive officer of the sponsor or the 
designated representative shall respond 
in whting to the grievance within five (5) 
working days after receipt. The chief 
executive officer or designee may not 
refuse to respond to a complaint on the 
basis that it is not a grievance as 
defined »n § 1211.1-3(b). or that it is 
excluded frum coverage under § 1211.1- 
5, but may, in the written response, 
ref jso to gr«»nt the relief requested on 
either of these grounds. 

If the grievance involves a maMer over 
which the sponsor has no control, or if 
the chief executive officer is the 
immediate supei visor of the volunteer, 
the procedures described in *his section 
may be omitted, and the volunteer may 
present the grievance in writing directly 
to the State Director or designee as 
described in paragraph (b) of this section 
within the time limits specified in this 
paragraph (a). 

(b) Consideratiun by ACTION State 
Director or designee If the matter is not 
rpsu!\ed tu the \olunteer's satisfaction 



by the sponsor's chief executive officer, 
the volunteer may submit the grievance 
in writing to the ACTION State Director 
or designee within five (5) working days 
after receipt of the decision of the 
sponsor's chief executive officer. The 
State Director or designee may not 
refuse to receive a complaint, even if he 
or she believes it does not constitute a 
grievance, and shall respond to it in 
writing within five (5) working days 
after receipt. The response may indicate 
that the matter is not grievable If the 
State Director or designee fails to meet 
the time limit for response, the volunteer 
may initiate a furmal grievance 

(c) Discussion. All parties to the 
informal grievance procedure must be 
prepared to parUcipate in full discussion 
of the grievance, and to permit the 
participation of others who may have 
knowledge of the circumstam es of the 
grievance in the discussiun Slate 
Program Officers and other ACTION 
employees may participate in 
discussions and provide guidance with 
respect to ACTION policies and 
procedures, at the request of any party, 
even prior to submission of a grievance 
to them. 

(d) Sponsor grievance procedure. A 
sponsor may substitute its own 
grievance procedure for the procedure 
described in paragraph (a) of this 
section. Any such procedure must 
pruvide the volunteer with an 
opportunity to present a grievance at 
least as comprehensive as that 
contained in this section, must meet the 
time limits of this section, and must be 
provided in writing to all volunteers. In 
order to utilize its own grievance 
procedures, the sponsor must obtain 
approval of the procedure from the 
ACTION State Director and file a copy 
of this approved procedure with the 
State Office. 

(Sees. 104(d). 402(14). 420. Pub. L 93-113. 87 
Slal. m, 407. and 414) 

§ 1211.1-11 Initiation of format grievance 
procedure. 

(a) Submission of grievance to 
Regional Director. If a volunteer is 
dissatisfied with the response of the 
State Director or designee required by 

§ 1211.1-10(b), he or she may present the 
grievance in writing to the Regional 
Director. To be eligible for the formal 
grievance procedure, the volunteer must 
have completed action under the 
informal procedure contained in 
§ 1211.1-10 or have alleged that th*f 
State Director or designee exceeded the 
time specified for respunse. 

(b) Contents uf grievance. The 
volunteers grievance must be in writing, 
contain sufficient detail to identify the 
subject matter of the grievance, specify 



the relief requested, and be signed by 
tl.e volunteer or a person designated In 
writing by the volunteer to be the 
representative for the purpose of the 
grievance. 

(c) Time limit. The volunteer must 
subrnt the grievance to the Regional 
Director or designee no later than 15 
calendar davs after receipt of the 
informal response by the State Director 
or designee If no response is receiv ed 
by the volunteer 15 calendar days after 
thegne\ance is received by the Stale 
Director or designee, the volunteer mav 
subnrr the grievance directly to the 
Regiunal Director or designee for 
consideration. 

(d) Within ten (10) working days of 
the receipt of the grievance, the Regional 
Director or designee shall, in whole or in 
part, either decide it on its merits or 
reject the gne\ance. A grievance mav ->e 
rejected, in whole or in pa; t. for the 
following reasons: 

(1) It was not filed within the time 
limit specified in paragraph (c) of this 
section, or 

(2) The grievance consists of matters 
nut contained within the definition of a 
grievance. 

(e) Rejection of a grievance by the 
Regional Director or designee may be 
appealed by the volunteer within ten 
(10) doys of receipt of the notice to the 
Office of General Counsel. The Office 
shall immediately request the grievance 
file from the Regional Director and, 
within five (5) working days of receipt of 
it. determine the appropriateness of the 
rejection. If the grievance was properly 
rejected by the Regional Director, the 
Olfice shall so notify the volunteer of its 
opinion and the reasons supporting it. 
and that such rejection :s the final 
Agency decision in the matter. If the 
Office determines that the grievance 
was improperly rejected, it shall return 
the grievance to the Regional Director 
for a determination on its merits by the 
Regional Director. Within ten (10) 
working days of such notification and 
receipt of the grievance file, the 
Regional Director or designee shall 
notify the volunteer in writing of the 
decision on the merits and specify the 
grounds for the decision and of the 
volunteers right to appeal. 

(0 Time Limit. If a volunteer is 
dissatisfied with the decision of the 
Regional Director or designee on the 
merits of the grievance, he or she &hal! 
notify the Regional Director within five 
(5) calendar days from receipt of the 
decisiun and request the appointment of 
an Examiner, \ f the volunteer receives 
no response from the Regional Director 
or Office of General Counsel as required 
by paragraph |d) and (e) of this section 
within five (5} calendar davs after tho 
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prescribed time limits, the volunteer 
may request in writing that the Regional 
Director appoint a Grievance Examiner 
Upon receipt of this request, the 
Regional Director or designee shall 
appoint within five (5) calendar days an 
Examiner who shall possess the 
qualifications specified in Appendix A 
to this part. 

(Sees. 104(d). 402(14). 420. Pub U 93-113. 87 
Stat 398. 407. and 414) 

§ 1211.1-12 Investigation by Grievance 
Examiner. 

(a) Scope of investigation. The 
Examiner shall conduct an investigation 
of a nature and scope appropriate to the 
issues involved in the grievance. 

Unlesi waived by the volunteer, a 
hearng must be held if the Examiner 
finds that the grievance involves 
disputed questions of fact that go to the 
heart of the agency determination. Only 
those facts found necessary by the 
Examiner on which to base his or her 
findings go to the heart of the Agency 
determination. 

If the grievance does not involve such 
disputed questions of fact, or if the 
volunteer waives a hearing, the 
Kxatniner need not hold a hearing but 
must provide the parties an opportunity 
for presentation of their respective 
positions At the Examiner i discretion, 
the investigation may include: 

(1) The securing of documentary 
evidence. 

(2) Personal interviews, including 
telephone interviews. 

(3) Group meetings, 

(4) Affidavits, written interrogatories 
or depositions. 

(b) Conduct of Hearing. If a hearing is 
held, the conduct of the hearing and 
production of witnesses shall conform 
with the following requirements: 

(1) The hearing shall be held at a time 
and place determined by the Examiner 
who shall consider the convenience of 
parties and witnesses and expense to 
the Government in making his or her 
decision. 

(2) Attendance at the hearing will be 
limited to persons determined by the 
Examiner to have a direct connection 
with the grievance If requested by the 
volunteer, the Examiner mult open the 
hearing to the public. 

(3) The hearing shall be conducted so 
as to bring out pertinent facts, including 
the production of pertinent records. 

(4) Formal rulon of evidence shall not 
lip applied strictly, but the Examiner 
may exclude Irrelevant or unduly 
repetitious testimony or evidence. 

(5) Derisions on the admissibility of 
evidence or testimony shall be made by 
the Examiner 



(6) Testimony shall be under oath or 
affirmation, administered by the 
Examiner 

(7) The Examiner shall give the parties 
an opportunity to present oral and 
written testimony that is lelevam and 
material, and to cross-examine 
witnesses who testify. 

(8) The Examiner may exclude any 
person from the hearing for conduct that 
obstructs the hearing. 

(c) Witnesses. (1) All parties are 
entitled to produce witnesses. 

(2) Volunteers, employees of a 
sponsor* and employees of ACTION 
shall be made available as witnesses 
when requested by the Examiner. The 
Examiner may request witnesses on his 
or her initiative. Parties shall furnish to 
the Examiner and to opposing parties a 
list of proposed witnesses, and an 
explanation of what the testimony of 
each is expected to show, at least ten 
(10) calendar days before '.he date of the 
hearing The Examiner may waive the 
time limit in appropriate circumstances. 

(3) Employees of ACTION shall 
remain in a duty status during the time 
they are made available as witnesses. 

(4) Volunteers, employees and any 
other persons who serve as witnesses 
shall be free from coercion, 
discrimination or reprisal for presenting 
their testimony. 

(5) The Examiner must authorize 
payment of travel expenses and per 
diem at standard Government rates for 
the volunteer and the representative to 
attend the hearing Payment of travel 
expenses and per diem at standard 
Government rates for other witnesses to 
attend the hearing are authorized only 
after the Examiner determines that the 
required testimony cannot be 
satisfactorily obtained by affidavit, 
written interrogatories, or deposition, at 
a lesser cost. 

(d) Recording of Hearing. A grievant 
may make a recording of the hearing at 
his or her own expense if no verbatim 
transcript is made. Such a recording is in 
no way to be treated as the official 
transcript of the hearing 

(e) Report of Hearing. The Examiner 
shall normally prepare a written 
summary of the hearing which shall 
include all documents and exhibits 
submitted to and accepted by the 
Examiner during the course of the 
grievance. An Examiner may require a 
verbatim transcript tf he or she 
determines that the grievance is so 
complex as to require such a transcript. 
If the hearing is reported verbatim, the 
Examiner shall make the transcript a 
part of the record of the proceedings. If 
the hearing is not reported verbatim, a 
suitable summary of pertinent portions 
of the testimony shall be made part of 



the record of pn sedings In sui h ( uses, 
the summary tuge'ru r wilh exhibits 
shall constitute the report of (he hearing 
The parties are entitled to submit 
written exceptions to any p<trt of the 
sunimarj. and Iht'se written exceptions 
shall be made pari of the record uf 
proceedings. 

(Sees 104(d). 402(14) 420 Pub I. 93-113 87 
Stat 198 40 7 dad 414) 

§ 1211.1-13. Grievance file and examiner's 
report. 

(a) Preparation and content The 
Examiner shall establish a grievance tile 
containing all documents related to the 
grievance, including statements of 
witnesses, records or copies thereof, and 
the report of the hearing when a hearing 
was held. The file sh ill also contain the 
Examiner's p eport of findings and 
recommendations 

(b) Review by volunteer. On 
completion of the inquiry, the fexanuner 
shall make the grievance Me available 
to the volunteer <i;ul the representative, 
if any. for review and comment Their 
coments. if any. shall be submitted to 
the Examiner within five (5) calendar 
days after the file is made available and 
shall be included in the file. 

(c) Examiner s report After the 
volunteer has been given an opportunity 
to review the grievance file, the 
Examiner shall submit the complete 
grievance file to the Director of VISTA, 

(Sees 104(d). 402(14). 420 Pub I. 93-113 87 
St.il J98. 407. ,ind 414) 

§ 121 1.1-14. Final determination by 
Director of VISTA. 

The Dirrctor of VISTA or designee 
shall issue a written decision on the 
appeal to the volunteer within ten (10) 
working days after receipt of the appeal 
file. The decision shall include a 
statement of the basis for the 
determination, and shall be the final 
Agency decision 

(Sees 104(d). 402(14). 420. Pub L 93-113. 87 
Stat 398.407. and 414) 

§ 121 1.1-15. Disposition of grievance 
appeal flies. 

Ail grievance appeal files shall be 
retained by the Director of VISTA after 
the grievance has been settled, or a final 
decision has been made and 
implemented No part of a grievance or 
appeal file may be made part of. or 
included in. a volunteer's official folder 

§ 1211 1-16. Grievance procedure for 
national VISTA grant volunteers, 

The grievance procedure for National 
VIS TA Grant Volunteers shall be the 
same as that provided in this part with 
the following substitutions of officials 

(a) Informal grievance procedure* 
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(1) The initiation of an informal 
grievance for a National Grant VISTA, 
see Section 1211.1-10. shall normally be 
to the sponsor of the local component. If 
the grievance involves a matter solely 
within the control of the ACTION State 
Office, the volunteer may present the 
grievance to the State Director or 
designee in lieu of the local component 
sponsor. 

(2) If the volunteer is not satisfied 
with the response of the appropriate 
official (sponsor of local component, or 
State Director or designee), the 
volunteer may submit the grievance to 
the chief executive of the national 
grantee. 

(b) Formal grievance procedure. 

The Chii-f. V!STA Program 
Development Branch or designee shall 
replace the Reg»onol Director as the 
official in § 1211.1-11. 
(Sees. lO-l(d), 402(14). 420. Pub L 93-113. 87 
Stat. 398. 407. and 414} 

Appendix A— Standards for Examiners 

An exam'nermust meet the requirement! 
specified in either (1). [?), (3). or (4) below; 

(1) Current or former federal er.j K !^yeea 
now or formerly in grade CS-12 or 
equivalent, or above who have* 

(a) At least four (4) yeni & of progressively 
re<po isible experience in administrative, 
mana lertol. professional, investigative, or 
techrical work which has demonstrated tha 
possession of: 

(i) The persona! attributes essential to tht 
effective performance of the duties of an 
Examiner, tnclud.ng integrity, discretion, 
reliability, obtechvrty. impartiality, 
resourcefulness, and emotional stability 

(u) A h«gh degree of ability to: 

!dentif> and select appropriate sources of 
information; collect, organize, analyze, and 
evaluate <nforma;iom aid arrive at sound 
conclusions on the basis of that information; 

Ana-yze situations, make an objective and 
logical determination of the pertinent facts: 
evaluate the facts, and develop practicable 
recommendations or decisions on the basis of 
facts; 

Recognize the causes of complex problems 
and apply mature judgment in assessing tht 
practical implications of alternative solutions 
to Iho«e problem* 

Interpret and apply regulations and ^\htt 
comp'ex written material: 

Communicate effectively, orally and in 
writing, including the ability to prepare clear 
and concise written reports; and 

Deal effectively with individuals and 
groups, including the ability to gain the 
cooperation and confidence of others. 

(iii) A good working knowledge of; 

The relationship between volunteer 
administration and overall management 
concerns, and 

The principles, systems, methods, and 
administrative machinery for accomplishing 
the work of an organization. 

(2) Designation as an arbitrator on a panel 
of arbitrators maintained by either the 
Federal Mediation and Conciliation Scrvic* 
Or the American Arbitration Association. 



(3) Current or former cmploymoni as. or 
current eligibility on the Office of Personnel 
Management register for Examiners 
GS-935-0. 

(4) Membership In good standing in the 
Nations! Academy of Arbitrators 

Signed at Washingtnn. D C this 4ih day of 
June. 1960. 
Sam Brown, 
Director. 

(in Doc ao-]7iMFil«ds-e-axt.4Stmj 
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ACTION 
PEACE CORPS 
45 CFA Part 1225 

VoJuntetr Discrimination Complaint 
Procedure 

agency: ACnON and Peace Corps. 
action: Final regulation. 

SUMMARY: Thii regulation establishes a 
procedure for the handling of allegations 
of discrimination based on race, color, 
national origin, religion, age, sex. 
handicap, or political affiliation which 
anse in connection with the enrollment 
or service of full-time Volunteers ui 
Peace Corps and ACTION. 
EFFECTIVE date: This regulation shall 
take effect on February 20. 1981. 

FOft FURTHER INFORMATION CONTACT: 

Bart Cnvella. Director, Division of Equal 
Opportunity. ACTION. 806 Connecticut 
Avenue. NW . Washington. D.C 20525 
(202) 254-5940. 

SUPPLEMENTARY INFORMATION: Section 
12 of the Domestic Volunteer Service 
Act Amendments of 1979 (Pub L 96- 
143) extended to applicants for 
enrollment end Volunteers serving 
under both the Peace Corps Act (22 
U S.C. 2501 et seq.) and the Domestic 
Volunteer Service Act (42 U S.C 4951 et 
seq.) the nondiscrimination policies and 
authorities set forth in Section 717 of the 
C vil Rights Act of 1964, Title V of the 
Rehabilitation Act of 1973. and the Age 
Discrimination Act of 1975. That section 
further directed that any remedies 
available to individuals under such 
laws, other than the right to appeal to 
the Civil Service Commission authorized 
by Section 717 of the Civil Rights Act of 
1964. and transferred to the Equal 
Employment Opportunity Commission 
by Reorganization Plan Number 1 of 
1978, shall be available to such 
applicants or Volunteers. 

This amendment was necessary to 
ensure that such Volunteers were within 
the scope of the nondiscrimination 
provisions of the three cited Acts, since 
those Acts apply to either employees or 
recipients of Federal financial 
assistance. Under Section 5(a) of the 
Peace Corps Act and Sec:ron 415 of the 
Domestic Volunteer Service Act. 
Volunteers are not deemed Federal 
employees except for certain stated 
purposes. Furthermore, such Volunteers 
are not treated as recipients of Federal 
financial assistance. 

However, aware of the unique status 
of domestic and international 
Volunteers, Congress, in extending the 
protection of the cited Acts to the 



Volunteers, did not require the perse 
adoption of the rules, regulations, and 
procedures extant under such Acts, but 
rather required that the Director, after 
consultation with certain designated 
entities-, prescribe regulations 
specifically tailored to the 
circumstances of such Volunteers. 

As required by statute in prescribing 
these regulations. ACTION and Peace 
Corps have consulted with the following 
entities: (1) The Equal Employment 
Opportunity Commission (EEOC) with 
regard to the application of the policies 
set forth in Section 717 of the C:vil 
Rights Act of 1964. (2) the Interagency 
Coordinating Council and the 
Interagency Committee on Handicapped 
Employees with regard to the 
application of the policies set forth in 
Title V of the Rehabilitation Act of 1973; 
and (3) the Secretary of Health and 
Human Services, with regard to the 
application of the policies set forth in 
the Age Discrimination Act of 1975. This 
consultation process has been 
completed 

The proposed rule was published ui 
the Federal Register for comment on 
September 19. 1980 (45 FR 62512). The 
Agency has considered the public 
comments received and has determined 
to adopt the proposed regulation with 
certain modifications. Discussed below 
are the provisions of the final regulation 
and the major public comments received 
in response to the proposed rule. While 
this regulation has been developed with 
consideration of comments from the 
public* as a matter involving Volunteers, 
it is exempt from the requirements of 
Executive Order 12044. "Improving 
Government Regulations." 

I. Complaint Procedure 

These regulations apply to the 
recruitment, selection, placement, 
service, or termination of Peace Corps or 
ACTION applicants, trainees, and 
Volunteers for full-time service in either 
a domestic or international program. 
They require that an aggrieved party 
who believes that he or sbe has been 
discriminated against must first meet 
with a Counselor to attempt an informal 
resolution of the matter. If th s falls, a 
formal complaint may be filed with the 
Director of the Equal Opportunity 
Division of the Office of Compliance 
ACTION (EO Director). When the 
complaint is accepted, an investigation 
into the matter will be performed and 
submitted to both the EO Director and 
the complainant. The EO Director shall 
review the complaint file. Including any 
additional statements provided by the 
complainant and shall offer an 
adjustment of the complain, if it is 



warranted. If this adjustment is not 
acceptable to the complainant, or if the 
EO Director determines that such an 
offer is not warranted by the 
circumstances of the complaint the file, 
including the EO Director's 
recommendation, will be forwarded to 
the appropriate agency Director for 
decision. The complainant will be 
notified of this action and of his or her 
r;gn! to appeal the recommendation 
Upon rere.pt and review of th* 
complaint file and an> addn.onal matter 
submit! by th? compla.n^m. \ht 
Director sh"' 1 issue a final agency 
decision :n writing to the complainant If 
the complainant :s dissatis ied with the 
final agency decis on. the complainant 
may file m a timely manner a civ:l 
acion alleging discrimination m the 
appropriate U S. District Court. 

I!. Discussion of Comments Received 

The Agency received a total of four (4) 
written comments— from one of the 
consultative agencies, from agencv 
officials, and from a member of the 
public. The majority of such comments 
were of a technical nature and were 
incorporated into the finai regulations 
However, four (4} substantia e issues 
dealt with in the proposed regulations 
were reviewed due to public comment. 

Procedure for allegations of reprisal 
The Interagency Coordinating Council in 
its role as a consultative agency 
recommended that the regulations 
should include a section that provides h 
procedure for persons alleging repi.sal 
or letaliatory actions. The proposed 
regulation ir J 1225.6 merely states that 
such persons will be free from restraint, 
coercion, discrimination, or reprisal at 
any stage of the complain! and pre* 
complaint procedure. Accordingly. 
§ 1225.7 has b*en added which provides 
a procedure whereby such complaints 
will be handled. 

Provision of Attorney Fees. A 
comment was received that suggested 
that the presently proposed section 
involving the provision of attorney fees 
(§ 1225.5) be expanded to authorize 
payment to representatives other than 
attorneys. After consideration, and 
discussion with the equal Employment 
Opportunity Commission, it was 
determined that the provision of fees 
should remain limited to attorney s. This 
it in accordance with the EEOC 
guidelines in this area (.nler.m revised 
regulations published April 9. 1980. 45 
FR 24130-33) issued to comply with 
several court decisions extending the 
statutory provision for attorney fees in a 
civil action to that work done during the 
administrative processing of a 
complaint. Therefore, this final 
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regulation b&s retained tke authorization 
for attorney fees in accordance with the 
interim regulations of the E£OC and in 
accordance with the courts' 
interpretation of Section! 706(k) and 717 
of Title VII of the Dvil Rights Act of 
1964. as amended (42 U.S.C 2000e-l0). 

Tun 9 Limitations. A comment was 
received ftnta the public that suggested 
that a fixed time limit should be 
imposed for tha instigation and 
completion of investigations to insure 
ever. «nd prompt agency enforcement 
The Agency does not believe a fixed 
time limit ii necessary in this 
circumstance for two reasons. Pirst the 
aggrieved party hsi the option to file a 
civil action in the appropriate U.S. 
Dutnct Court after one hundred eighty 
(180} calendar days from die date of 
filing a complaint if there has been no 
final agena action (! 122S.Z1). Second, 
given the diverse circumstances under 
which discrimination may be alleged 
due to the wide geographic area in 
which Peace Corp- and domestic 
Volunteers serve, the Agency believes a 
fixed time limit would be impractical 
and that the commitment presently 
given in the regulabons to Investigate 
and promptly process complaints is a 
sufficient safeguard 

Corrective Action. As proposed the 
section (1 1225.10) statei that although 
the agency is committed so placing tha 
aggrieved Volunteer in the same 
position held prior to hie er her early 
termination, several progronmarlc 
considerations such as the continued 
availability of the position or program, 
and acceptance by the host country to 
the placement may preclude such 
placement. The final regulation statea 
that rf the same poritinn is deemed no 
longer available, the agency wfJJ attempt 
to place the aggrieved party in aa similar 
a position as poisible to the original 
position. However, this could result in 
an aggrieved party being required to 
undergo additional tr&jung and to make 
a new. full-term commitment to another 
volunteer position. In order Co lessen the 
inconveruenoe that may result from such 
an extension of an aggrieved party's 
volunteer commitment, the final 
regulation will allow the Volunteer to 
exercise the option to resign for reasons 
beyond his or her control. THs option 
wdl qualify the Volunteer, tf in service 
for at least a jfvar. for a certificate of 
satisfactory service, which entitles Mm 
or her to the benefits of noncompetitive 
eligibility. 

Accordingly. Part 1225 is added as 
follows, to Title 45 of the Code of 
Federal Regulations: 



PART 1225— VOtUNTEER 
DISCRIMINATION COMPLAINT 
PROCEDURE 

Subpart A-Ganaral frotfatona 

$*c 

1225.1 Purpose. 

1225 2 Policy. 

1225 3 Definmon*. 

1225.4 Coverage 

1225 5 Representation. 

1225 0 Freedom from reprisal. 

1225-7 Renvw of sUegttiocs of reprisal 

Subpart B-4>roctsaJr>g IndMduaJ 
Com paints of Otscrimfoatton 

1225 6 Precomplalflt procedure. 

1225.9 Complaint procedure 
1225. vs Corrective action. 
1225.11 Amount of attorney fat*. 

Subpart C—Pioc«sa<ny Oats C owyWrit i of 
Disci U i rins Van 

1225 12 P rei ompl atnt procedure. 
1225 13 Acceptance, refection, or 

cancellation of coaaplsinL 
1225.14 CoasoWaOon of complaints. 
1225 15 Notificaocn and opting auL 

1225.10 Investigation and adjustment of 
complsint. 

1275.17 Agency decision. 
12^5 IS NonTrcanooofdaaasMSfiba^of 
decision. 

1225.19 Corrective action. 

1226.20 CUia appeal*. 

1226.21 SUtotorynfbts. 

Avthacitr: Sees. 417, 402(14). 420, FVb. L 
S4-113. 87 SUL 39C, 407. and 414; Sac 5(a). 
rub. L 67-33. 75 SttL OTS Executive Order 
1C137. iseved May IS. 1979. 

Subpart A^ansnsl PrevWeos 



112211 

The purpose of this part is to establish 
a procedure for the filing, investigation, 
and administrative extermination of 
allegations of discrisnination based cn 
race, color, national origin, religioa age. 
sex. handicap or political affiliation, 
which arise in connection with the 
recruitment, selection, placement, 
service, or termination of Peace Corps 
and ACTION applicants, trainees, and 
Volunteers for full-time service. 

f 12254 9*o*cy. 

It is the policy of Peace Corps and 
ACTION to prevfde equal opportunity in 
all its programs for all persons and to 
prohibit discrimination based on race, 
color, national origin, religion, age. sex, 
handicap or political affilienan, in the 
recruitment, selection, placement 
service, and termination of Peace Corps 
and ACTION Volunteers. It is the policy 
or Peace Coras and ACTION upon 
determining that v *vh prohibited 
discrimination has occurred, to take all 
necessary corrective action to remedy 
the discrimination, and to prevent its 
recurrence. 



11225.3 DeflrWttone. 

Unless the context requires otherwise, 
in this Part: 

(a) "Director** means the Director of 
Pesce Corps for all Peace Corps 
applicant, trainee, or Volunteer 
complaints processed under this Part or 
the Director of ACTION for all domestic 
applicant trainee, or Volunteer 
complaints processed under this Part. 
The term shall also refer to any designee 
of the respective Director. 

(b) "EO Director** means the Director 
of the Equal Opportunity Division of the 
Office of Compliance. ACTION. The 
term shall also refer to any designee of 
the EO Director. 

(c) "Illegal discrimination" means 
dlscpminstion on the basis of race, 
color national origin, religion, age, aex. 
handicap or political affiliation as 
defined in Section 5(a) o f the Peace 
Corps Act (22 U.S.C. 2504): Section 717 
of the Civil Rights Act of 19*4 (42 U.S.C 
2000-16); Title V of the Rehabilitation 
Act of 1973 (29 U.S.C. 791. et seq.J; and 
the Age Discrimination Act of 1975 (42 
U.S.C 0101. et seq.). Further clarification 
of the scope of matters covered by this 
definition may be obtained by referring 
to the following regulations: Sex 
Discrimination: 29 CFR Part 1004; 
Religious Discrimination: 29 CFR Part 
1005; National Origin Discrimination: 29 
CFR Part 1000: Age Discrimination: 45 
CFR Part 90c Handicap Discrimination: 
29 CFR 1013.701-707. 

(d) M Applicant" means a person who 
has submitted to the appropriate agency 
personnel a coneleted application 
required for consideration of eligibility 
for Peace Corps or ACTION volunteer 
service. "Applicant" may also mean a 
person who alleges that the actions of 
agency personnel precluded him or her 
from submitting such an application or 
any other information leasonnWy 
required by the appropriate personnel a* 
necessary for a determination of the 
individual's eligibility for volunteer 
service. 

(e) Trainee** means a person who has 
accepted an invitation issued by Peace 
Corps or ACTION and has registered for 
Peace Corps or ACTION framing. 

(0 "Volunteer" means a person who 
has completed successfully all 
necessary training: met all clearance 
standards-, has taken, if required the 
oath prescribed in either Section 5(j) of 
the Peace Corps Act (22 U.S.C 2504), or 
Section 104(c) of the .Volunteer Service 
Act of 1973. aa amended (42 U.S.C. 
104(c)) and has bean enrolled as a full- 
time Volunteer by the appropriate 
agency. 

(g) "Complaint" means a written 
atatement signed by the complainant 
and submitted to the EO Director. A 
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complaint shall set forth specifically and 
in detail: 

(1) A description of the Peace Corps 
or ACTION management policy or 
practice, if any. giving rise to the 
complaint: 

(2) A detailed description including 
names and dates, if possible, of the 
actions of the Peace Corps or ACTION 
officials which resulted in the alleged 
illegal discrimination; 

(3) The manner in which the Peace 
Corps or ACTION action directly 
affected the complainant; and 

(4) The relief sought. 

A complaint shali be deemed filed on 
the date it is received by the appropriate 
agency official. When a complaint does 
not conform with the above definition, it 
shall nevertheless be accepted. The 
complainant shall be notified of the 
steps* necessary to correct the 
deficiencies of the complaint. The 
complainant shall have 30 days from his 
or her receipt of notification of the 
complaint defects to resubmit an 
amended complaint 

(h) "Counselor" means an officie! 
designated by the EO Director to 
perform the functions of conciliation as 
detailed in this part. 

(i) "Agent" mean* a class member 
who acts for the class during the 
processing of a class complaint. In order 
to be accepted as the agent for a class 
complaint, in addition to those 
requirements of a complaint found in 

§ 1225.3(g) of this part the complaint 
must meet the requirements for a class 
complaint as found in Subpart C of these 
regulations. 

§1225.4 Coverage. 

(a) These procedures apply to all 
Peace Corps or ACTION applicants, 
trainees, and Volunteers throughout 
their term of service with the Peace 
Corps or ACTION. When 

an applicant, trainee, or 
Volunteer. makes a complaint which 
contains an allegation of illegal 
discrimination in connection with an 
action that would otherwise be 
processed under a grievance, early 
termination, or other administrative 
system of the agency, the allegation of 
illegal discrimination shall be processed 
under this Part. At the discretion of the 
appropriate Director, any other issues 
raised may be consolidated with the 
discrimination complaint for processing 
under these regulations. Any issues 
which are not so consolidated shall 
continue to be processed under those 
procedures in which they were 
originally raised 

(b) The submission of class 
complaints alleging illegal 
discrimination as defined above will be 



handled in accordance with the 
procedure outlined in Subpart C 

§1225.5 Representation. 

Any aggrieved party may be 
represented and assisted in all stages of 
these procedures by an attorney or 
representative of his or her own 
choosing. An aggrieved party must 
immediately inform the agency if 
counsel is retained. Attorney fees or 
other appropriate relief may be awarded 
in the following circumstances: 

(a) Informal adjustment of a 
complaint. An informal adjustment of a 
complaint may include an award of 
attorney fees or other relief deemed 
appropriate by the EO Director. Where 
the parties agree on an adjustment of 
the complaint, but cannot agree on 
whether attorney fees or costs should be 
awarded, or on their amount, this issue 
may be appealed to the appropriate 
Director to br determined in the manner 
detailed in i 1225.11 of this Part. 

(b) Final Agency Decision. When 
discrimination is found, the appropriate 
Director shall advise the complainant 
that any request for attorney fees or 
costs must be documented and 
submitted for review within 20 calendar 
days after his or her receipt of the final 
agency decision. The amount of such 
awards.shall be determined under 

1 1225.11. In the unusual situation in 
which it is determined not to award 
attorney fees or other costs to a 
prevailing complainant, the appropriate 
Director in his or her final decision shall 
set forth the specific reasons thereof. 

f 12254 Freedom from reprisal. 

Aggrieved parties, their 
representatives, and witnesses will be 
free from restraint, interference, 
coercion, discrimination, or reprisal at 
any stage in the presentation and 
processing of a complaint including the 
counseling stsje* described in § 1225.3 of 
this part. c« any time thereafter. 

f # 225.7 Ravi«w of afltgettons of reprisal 

An aggrieved party, his or her 
representative, or a witness who alleges 
restraint interference, coercion, 
discrimination or reprisal in connection 
with tho presentation of a complaint 
under this part may. if covered by thia 
part request in writing that the 
allegation be reviewed as an individual 
complaint of discrimination subject to 
the procedures described in Subpart B 
or that the allegation be considered as 
an issue in the complaint at hand. 



Subpart B— Processing Individual 
Complaints of Discrimination 

} 1225.S Precomplafnt procedure. 

(6) An aggrieved person who believes 
that he or she has been subject to illegal 
dicrimination shall bring such 
allegations to the attention of the 
appropriate Counselor within 30 days of 
the alleged discrimination to attempt to 
resolve them. The process for notifying 
the appropriate Counselor is the 
following: 

(1) Aggrieved applicants, trainees or 
Volunteers who have not departed for 
overseas as c ignments. or who have 
returned to Washington for any 
admit istrative reason shall direct their 
allegat'ons to th? EO Director for 
assignment to an appropriate Counselor. 

(2) Aggrieved trainees or \ olunteers 
overseas i hall direct their allegations to 
the designated Counselor for that post. 

(3) Aggrieved applicants, trainees, and 
Volunteers applying fcr. or enrolled in 
ACTION domestic programs shall direct 
their allegations to the designated 
Counselor for th nt Region. 

(b) Upon receipt of the allegation, the 
Counselor or designee shall make 
whateve r inquiry is deemed necessary 
into the facts alleged by the aggrieved 
party and shall counsel the aggrieved 
party for the purpose vf attempting an 
informal resolution agreeable to all 
parties. The Counselor will keep a 
written record of his or hsr activities 
which will be submitted L the EO 
Director if a formal compla'nt 
concerning the matter is fiiei 

(c) If after such inquiry ant 1 counseling 
an informal resolution to the allegation 
is not reached, the Counselor s.iall 
notify the aggrieved party in wr.ting of 
the right to file a complaint of 
discrimination with the EO Director 
within 15 calendar days of the agg/ieved 
party's receipt of the notice. 

(d) The Counselor shall not reveal the 
identity of the aggrieved party who tus 
come to him or her for consultation, 
except when authorized to do so by the 
aggrieved party. However, the identity 
of the aggrieved party may be revealed 
once the agency has accepted a 
complaint of discrimination from the 
aggrieved party. 

§1225.9 Complaint procedure. 

(a) EO Director. (1) The EO Director 
must accept a complaint if the process 
set forth above has followed, and the 
complaint states a charge of illegal 
discrimination. The agency will extend 
the time limits set herein (a) when the 
complainant shows that he or the was 
not notified of the time limits and was 
not otherwise aware of them, or (b) the 
complainant shows that he or she was 
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prevented by circumstances beyond bit 
or her control from submitting the 
matter in a timely fashion, or (c) for 
other reasons considered sufficiently by 
the agency At any time during the 
comp'a-nt procedure, the EO Director 
may cancel a complaint because of 
failure of the agg-ieved party to 
prosecute the complaint If the 
como'aint is rejected for failure to meet 
one o: more of the requirements set out 
in the procedure ou'J.ied m § 1225 8 or 
is cancelled, the EO Director shall 
in f orm :he aggrieved part> in writing of 
th s Fina! Agency Decision, that the 
Peace Corps or ACTION' will take no 
fur'her action and of the right, to file a . 
cn J actior as described in § 1225 21 of 
this part. 

(2) Upon acceptance of the complaint 
and rece?pt of the Counselor s report, the 
EO D-reccr sha" provide for th* prompt 
»n\est.ga*:cn of the complaint. 
Whenever possible, the person assigned 
to investigate the comprint shall 
occi'p) a position in the agency which is 
not. directly or indirect!), under the 
jurisdiction of the head of that part of 
the agency in vvhch the complaint 
arose The investigation shall include a 
thorough review o r the circumstances 
under wrLch the alleged discrimination 
occurred ard any other circumstances 
which na> const tu*c. or appear to 
constitute discrimination against the 
comp.ainan* Tne investigator shall 
comp..e an :nves'igat.ve file, which 
includes a summary of the investigation* 
recar mended findings of fact and a 
recommended resolution of the 
compla nt The .rvestigator sha l 
forward the investigate Me to Lhe EO 
Dtrecto- and shall provide Lhe 
comoiaJian* vwh a copy 

13 The EO Director shall review the 
conp.aint file nc'ud.rg any additional 
B'a'e-nrcts provided b> Lhe 
comp»a nan: ma^e findings of fact, and 
sha!! e f f<*r an adtustmer.t of the 
comprint if the facts support the 
comp.aint If the proposed adjustment is 
agreeable to a.i parties, lhe terms of the 
adjustment s. K ah oe reduced to wnMng. 
s'cr^c by both parties, and made part of 
the complarr» f..e A copy o'the terms of 
the a-'.sT** 1 "* sSali De provided the 
cot <i nam I:*:ne prop^sfd ad,u«tment 
o th* cor.p'?.r* ,s no' acceptable to the 
comp.a nan:, or the EO Direct 
de'e'rnmes that such an offer is 
inappropriate, the EO Director shall 
forward the complaint file with a 
wri'ten notification of the findings of 
facts, and his or her recommendation of 
the proposed disposition of the 
complaint to the appropriate Director 
The aggrieved parry shall receive a copy 
of the notif.ca* or and recommendation 



and shall be advised of the right to 
appeal the recommenced disposition to 
the appropriate Director. Within ten (10) 
calendar days of receipt of tuch notice, 
the complainant may submit hie oc her 
appeal of the recommended disposition 
to the appropriate Director. 

(b) Appeal to Director. If no timely 
notice of appeal is received from Lhe 
aggrieved party, the appropriate 
Director or/designee may adopt the 
proposed disposition as the Pinal 
Agency Decision. If the aggrieved party 
appeals, the appropriate Director or 
designee, after review of the total 
complaint file, shall issue a decision to 
the aggrieved party. The decision of the 
appropnate Director shall be in writing, 
state the reasons underlying the 
decision, shall be the Final Agency 
Decision, ahall inform the aggrieved 
party of the right to file a civil action as 
described in f 1225 21 of this part and. 
if appropnate. designate the procedure 
to be followed for the award of attorney 
fees or costs 

1 1225.10 Corracttvt action. 

When it has been determined by Final 
Agency Decision that the aggrieved 
party has been subjected to Illegal 
disenminaboa the following corrective 
actions may be taken; 

(a) Selection as a Trainee for 
aggrieved parties found to have been 
denied selection based on prohibited 
discrimination 

(b) Reappointment to Volunteer 
service for aggrieved parties found to 
.have been early -terminated as a result 
of prohibited cbs crimination. To the 
extent possible, a Volunteer will be 
placed in the same position previously 
held However, reassignment to the 
specific country of prior service, or to 
the specific position previously held is 
contingent on several programmatic 
considerations such aa the continued 
availability of the position, or program 
in that country, and acceptance by the 
host country of such placement If the 
same position is deemed to be no longer 
available, the aggrieved party will be 
offered a reassignment to a position in 
as similar circumstances to the position 
previously held, or to resign from service 
for reasons beyond his or her control. 
Such a reassignment may require both 
additional training and an additional 
two year commitment to volunteer 
service. 

(c) Provision for reasonable attorney 
fees and other costs incurred by the 
aggrieved party. 

(d) Such other relief as may be 
deemed appropnate by the Director of 
Peace Corps or ACTION. 



f122S.11 Amount of Attorney t—%. 

(a) When a decision of the agency 
provides for an award of attorney s fees 
or costs, the complainant's attorney 
ahall submit a verified statement of 
costs and attorney's fees as appropnate. 
to the agency within 20 days of receipt 
of the derision. A statement of 
attorney s fees shall be accompanied by 
an affidavit executed by the attorney of 
record itemizing the attorney's charges 
for legal services. Both the verified 
statement and the accompanying 
affidavit shall be made a part of the 
complaint file. The amount of attorney's 
fees or costs to be awarded the 
complainant shell be determined by 
agreement between the complainant the 
complainant's representative and the 
appropnate Director. Sv?ch agreement 
shall immediately he rM .ced to writing. 
If the complainant, the representative 
and the agency cannot reach an 
agreement on the amount of attorney's 
fees or costs within 20 calendar days of 
receipt of the verified statement and 
accompanying affidavit the appropriate 
Director shall issue a decision 
determining the amount of attorney fees 
or costs within 30 calendar days of 
receipt of the statement and affidavit 
Such decision shall include the specific 
reasons for determining the amount of 
the award. 

(b) The amount of attorney's fees shall 
be made in accordance with the 
following standards the time and labor 
required the novelty and difficulty of 
the questions, the skills requisite to 
perform the legal service properly, the 
preclusion of other employment by the 
attorney due to acceptance of trie case, 
the customary fee, whether the fee is 
fixed or contingent time limitation 
imposed by the client or the 
circumstances, the amount involved and 
the results obtained, the experience, 
reputation, and ability of the attorney, 
the undesirability of the case, the nature 
and length of the professional 
relationship nith the client and the 
awards in oimilar cases. 

Subpart C— Processing Class 
Complaints of Discrimination 

1 1225.12 PracompfaJnt procedure. 

An applicant, trainee or Volunteer 
who believes that he or she is among a 
group of present or former Peace Corps 
or ACTION Volunteers, trainees, or 
applicants for volunteer service who 
have been illegally discriminated 
against and who wants to be an agent 
for the class shall follow those 
precomplaint procedures outlintd in 
f 1225.8 of this part. 
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1 122113 Acceptance, r^acoonor 
canctnauofl of complaint 

(a) Cpdh receipt of a claw complaint 
the Counselor's report and any other 
information pertaining to timeliness or 
other relevant circumstances related to 
the complaint, the ED Director shall 
review the file to determine whether to 
accept or reject t *e complaint, or a 
portion thereof, for any of the following 
reasons: 

(1) It was not timely fileti; 

(2) It consists of an allegation which is 
identical to an allegation contained in a 
previous complaint filed on behalf of the 
same class which is pending in the 
agency or which has been resolved or 
decided by the agency; 

{3) It is not within the purview of this 
subpart; 

(4) The agent failed to ooneuit a 
Counselor m a timely manner; 

(5) It lacks specificity end detail: 

(6) It was not submitted mi writing or 
was not signed by the Agent; 

(7) It does' not meet the following 
prerequisites. 

(i) The class is so numerous that a 
consolidated complaint of the member* 
of the class is impractical; 

(ii) There axe Questions of fact 
common to the class; 

(iii) The claims of the agent of the 
class are representative of the claims of 
the class; 

(iv) The agent of the class, or his or 
her representative will fairly and 
adequately protect the interest erf the 
class. 

(b) If an allegation is not included m 
the Counselor's report, the £0 Directs* 
shall afford the agent 15 calendar days 
to explain -whether the matter was 
discussed and if not, why he or the did 
not discuss the ftHegatian-wilh the 
Counselor. If the explanation is not 
satisfactory, f Mc TO director may decide 
to reject the allegation. If the 
explanation wnVfactory, the ISO 
Director ?»ay require farther counseling 
of the a#ent. 

(c) If «n allegation lacks specificity 
and detail, or Lf it was not submitted in 
writing or not signed by the agent Ace 
EO Director shall afford the agent 30 
days from his or her receipt of 
notification of the complaint defects to 
usubmit an amended complaint. The 
EO Director may decide (hat the agency 
reject the complaint if the agent fails to 
provide mch inform cUion wiuWi the 
specified time period. If the inform* tioo 
provided contains new allegations 
outside the scope of fhe complaint the 
EO Director mist advise the agent hvw 
to proceed on an Individ nl or dan 
basis concerning aheae allegations. 

(d) The EO Director snay extend she 
time limits for filing a coanplairtt and for 



consulting wfth a Counselor when the 
agent or hit or tier representative, 
shows that lie or she was not notified of 
the prescribed time 4imit5 and was not 
other* ise aware of tbem or that be or 
she was prevented by circumstances 
beyond his or her control from acting 
within the timeJimit. 

(e) Wfcen appropriate, the EO Director 
may deterav :e that a claas.be divided 
into subclasses -and that each subclass 
be treated as a dass, and the provisions 
of this section then ihall be construed 
and applied accordingly. 

(0 The EO Director may cancel a 
complaint after it has been accepted 
because of fail we of the agent to 
prosecute the complaint This action 
may be taken only after 

(1) The EO Director has provided the 
agent a Written request includiag notice 
of proposed cancellation, that he or she 
provide certain information or otherwise 
proceed with the complaint, and 

'2) within 30 days of his or her receipt 
oa the request. 

(g) An agent must be informed by the 
EO Director in a request under 
paragraphs (b) or (c) of this section thai 
his or her complaint may be rejected if 
the information's not provided. 

1 1225.14 Consolidation oT complaints. 

The EO Director may consolidate the 
complaint if it involves the same or 
sufficiently similar allegations as those 
contained in a previous complaint filea* 
on behalf of the same class which is 
pending In the agency or which has been 
resolved or dscidtd by the agency. 

$1225.1$ ItotaicattonandoptifttouL 

(a) Upon acceptance of a class 
complaint, the agency, within 30 
calendar days, shall use reasonable, 
means, such as delivery, mailing, 
distribufion, or posting, to notify all 
class members of the existence of the 
class complaint. 

(bl A notice snail contain: (1) The 
name of the agency or organizational 
segment thereof, its location and the 
date of acceptance of the complaint (2) 
a description of the issue* accepted &s 
part of die class complaint; (3) an 
explanation that class members may 
remove themselves from the class by 
notifying the agency within 30 calendar 
days after issuance of the notice; and (4) 
an explanation of the binding nature of 
the final decision or resolution of the 
complaint. 

1 1225. K lsnrs«#aatk>a«ufa<^Mantof 

complaint 

The coeepteint shall be processed 
promptly after ii has been accepted. 
Once a class complain! has been 



accepted, the procedure outlined in 
§ 1225.9 of this part shall apply. 

§ 1225.17 Ast^cy decision, 

(a) If an adjustment of the complaint 
cannot be made the proceduies outlined 
tn § 1225.9 shall be followed by the EO 
Director except that any notice required 
to be aent to the aggrieved party shall be 
sent to the agent of the class or his or 
her representative. 

(b) The Final Agency Decision on a 
c'ass complaint shall be binding on all 
members of the class 

§ 1225. 18 Notification of class members of 
decision. 

Class members shall be notified by 
the agency of the f.nal agency decision 
and corrective action, if any, using at the 
minimum, the same media employed to 
give notice of the existence of the class 
complaint The notice, where 
appropriate, shall include Information 
concerning the rights of class members 
to seek individual relief and of the 
procedures to be followed. Notice shall 
be given by the agency within ten (10) 
calendar days of the transmittal of its 
decision to the agent. 

§ 1225.19 Corrective action. 

(a) When discrimination is found, 
Peace Corps or ACTION must take 
appropriate action to eliminate or 
modify the policy or practice out of 
which such discrimination arose, and 
provide individual corrective action to 
the agent and other class members in 
accordance with § 1225.10 of this part 

(b) When discrimination is found and 
a class member believes that but for that 
discrimination he or she would have 
been accepted as a Volunteer or 
received some other volunteer service 
benefit the class member may file a 
written claim with the EO Director 
within thirty (30) calendar days of 
notification by the agency of its 
decision. 

(c) The claim must include a specific, 
detailed statement showing that (he 
claimant is a class member who was 
affected by an action or matter resulting 
from the discriminatory policy or 
practice which arose not more than 30 
days preceding the filing of the class 
complaint 

(d) The agency shall attempt to 
resolve the claim within sixty (60) 
calendar day* after the date the claim 
was postmarked, or, in the absence oft 
postmark, v/tthur sixty (60) calendar 
days after the date rt wtrs received by 
the EO Director. 

§ 1225.20 Claim appeals. 

(a) If the EO Director and claimant do 
not agree that the claimant is a member 
of the class, or upon the relief to which 
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the claimant ii entitled, the £0 Director 
•hall refer the claim, with 
recommendations concerning it to the 
appropriate Director for Final Agency 
Decision and shall io notify the 
claimant. The class member may submit 
written evidence to the appropriate 
Director concerning hn or her status ai 
a member of the class. Such evidence 
mus* be submitted no later than ten (10) 
calendar days after receipt of referral. 

(b) The appropriate Director shall 
decide the issue within thirty (30) days 
of the d^'.e of referra 1 by the EO 
Director The cla.mant shall be informed 
:p anting of the decision and its basis 
and tha: i* wi!' be the Fin?.! Agency 
Decision on the issue. 

§ 1225.21 Statutory rlghta. 

(a) A Volunteer, trainee, or applicant 
is authorized to file a civil action in an 
appropriate U S. District Court 1 

(1) V\\*h;n thirty (30) calendar days of 
his or her receip* of notice of final action 
taken by the agency. 

(2) After one hundred eighty (180) 
calendar da\s frorr. the date of filing a 
corpiam* v* ith the agency if there has 
been no fina! agency action 

(u) For those complaints alleging 
discrimination that occur outside the 
United States, the U.S. District Court for 
the District of Columbia shall be deemed 
the appropriate forum 

Sigred at \\ ashing:on. D C. this 19th day 
Of December 1950 
Sam Brown. 
Director of 'ACTIOS 
Richard F. Celeste. 
Director of Pecce Corp* 
IFKOoc n-ni f „rd *4Wm} 
ilUJWO OODt SOSO-01-41 



Avenue NW.. Washington. D.C. 20525 
(202) 254-5M0. 

•UPfUMENTARY tMfORMATK>*C In a 

document published elsewhere in this 
part of today's Federal Register. 
ACTION issues a final regulation 
establishing a procedure for handling 
allegations of discrimination by 
volunteers. That regulation is codified at 
45 CFR Part 1225. The proposed rule was 
published in the Federal Register for 
comment on September 10. 1900 (45 FR 
62512). As detailed in the ACTION 
document today, the Agency has 
considered comments in the formulation 
of its final rule. 

In this document the Peace Corps 
adds a new part to its regulations in 22 
CFR which indicates that the ACTION 
regulation in 45 CFR Part 1225 is 
applicable to Peace Corps volunteers. 

Signed at Washington. D.C. this 19th day 
of December. 1840. 
Richard F. Calatte. 
Peoct Corps Director. 

Accordingly, a new Part 900 is added 
to 22 CFR Chapter III to read as followa: 

PART 306— VOLUNTEER 
DISCRIMINATION COMPLAINT 
PROCEDURE 

Cross Reference: ACTION regulations 

concerning the volunteer discrimination 
complaint procedure, appearing in 45 
CFR Part 1225. are applicable to Peace 
Corps volunteers. 

(Sees. 417. 402(14). 420. Pub. L §5-113. 87 Stat. 
396. 407. and 414: Sec. 5(a). Pub. L. $7-283. 75 
Stat. 613: Executive Order 12137. issued May 
16. 1978) 

|FXD*c H-MSFlMl-J-Sl.tUuil 

eujjMQ cooc esto-et-ai 



PEACE CORPS 
22 CFR Part 306 

Volunteer Discrimination Complaint 
Procedure 

agency: Peace Corps 
action: Final regulation. 

Summary: This regulation establishes a 
procedure for the handling of allegations 
of discrimination based on race, color, 
national origin, religion, age. sex. 
handicap, or political affiliation which 
arise in connection with the enrollment 
or service of full-time Volunteers in both 
Peace Corps and ACTION programs. 
Infective DATE: This part shalltake 
effect on February 20, 1961. 

FOR FURTHER INFORMATION CONTACT: 

Bart CrivelJa. Director. Division of Equal 
Opportunity. ACTION. 606 Connecticut 
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ACTION 

45CFR Part 1226 

Prohibitions on Electoral and Lobbying 
Activities 

AGENCY: Action. 
ACTION: Final regulation. 



SUMMARY: These are the final 
regulations Implementing restrictions on 
certain volunteer activity related to the 
use of appropriated funds in connection 
with electoral and lobbying activities. 
Certain revisions have been made in 
response to comments and suggestions 
from volunteers, program sponsors, and 
other members of the public. 
DATE: This regulation shall take effect 
on March 13. 1961. 

FOR FURTHER INFORMATION CONTACT: 

Barbara ). Kelley, General Counsel. 
ACTION. 806 Connecticut Avenue NW 
Washington. D.C 20525 (202) 254-3116. 
SUPPLEMENTARY INFORMATION: Section 

403 of the Domestic Volunteer Service 
Act of 19?3 (Pub. L 93-113, as amended) 
prohibits the involvement of volunteer 
programs or the use of funds in election 
activities, voter registration activities 
and in providing transportation to the 
polls. Under the 1979 amendments to the 
Domestic Volunteer Servile Act (Public 
Law 96-143. December 13. 1979). 
subsection 403(b)(2) was added which 
also prohibits the involvement of such 
programs in any activity for the purpose 
of influencing the passage or defeat of 
legislation or proposals by initiative 
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petition The Director of ACTION is 
required, under subsection 403(c). to 
adopt rules enforcing the restrictions 
contained in this section, and such rules 
mast be in accord with the specific 
provision as well as the broad 
legislative intent) In addition. Section 
415{l>) of thr Act makes the Hatch Act. 
Subchapter ill of Chapter 73, Title 5. 
United States Code, applicable to 
certain volunteers serving under the 
Domestic Volunteer Service Act A 
.proposed regulation implementing these 
provisions was published on December 
8 1P0O in the Federal Register for 
comment. 

The Agency has considered the public 
comments received and has determined 
to adopt the proposed regulations with 
tome modifications Discussed below 
are the provisions of the final regulation 
and the major public comments the 
Agency received it response to its 
proposed regulation. While this 
regulation has been developed with 
consideration of comments from the 
public as a matter involving volunteers, 
it it exempt from the requirements of 
Executive Order 12044. Improving 
Government Regulations. 

L Description of tha Regulation 

This regulation prescribes certain 
areas of activity prohibited under the 
Domestic Volunteer Service Act of 1073. 
as amended. Also included are 
provisions under the Hatch Ad which 
are applicable to full time and certain 
part time volunteers enrolled in 
programs authorized under Title I of the 
Domestic Volunteer Service Act 

The approach of this regulation ia 
twofold: (1) Restrictions on the 
assignment of ACTION volunteers to or 
the receipt of funds by certain 
organizations because of the nature of 
the organization or its activities: (2) 
restrictions on volunteer assignments 
and activity. The organizational 
restrictions are based on the premise 
that the assignment of volunteers or the 
receipt of ACTION funds by certain 
organizations (regardless of the 
proposed assignment or activity of the 
volunteer) Ls precluded because of the 
organization's stated purpose or the 
nature of its activities. 

In reference to the restrictions on 
volunteer assignments and activities, 
there are four basic areas of prohibited 
activities. (1) Electoral (2) voters 
registration; (3) voter transportation to 
the polls, and (4) efforts to influence 
legislation- The prohibitions are directed 
to the use of ACTION funds. 
Accordingly, this regulation is 
applicable to volunteer and other 
activities supported by such funds. 



The Domestic Volunteer Service Act 
provides two exceptions to the 
prohibition on efforts to influence 
legislation (1) At the request cf a 
legislative body, committee or member 
thereof, and (2) regarding an 
authorization or appropriation measure 
directly affecting the operation of the 
project or program. The regulation 
prescribes the conditions under which 
activities pursuant to these exceptions 
may be undertaken. The regulation also 
prescribes the applicability of the 
restrictions to sponsor organization 
employees and the obligations of 
sponsors to ensure observance oi the 
regulation. 

n. Discussion of Modifications 

A Nature of Comments Received 

The Agency received numerous 
comments by volunteers, sponsors, and 
other members of the public on the 
proposed regulations, particularly from 
volunteers and program sponsors in the 
Older American Volunteer Programs. 
Tne vast majority of the comments 
pertained to the prohibitions on efforts 
to influence the passage or defeat of 
legislation, and the exceptions thereto. 
The following is the Agency response to 
the substantive comments, and the 
resulting modifications. 

Section 1220.9. Exceptions Several 
suggested changes have been adopted 
regarding the two exceptions to the 
prohibitions on efforts to influence 
legislation. Subparagraph (a)(2) is 
revised to delete the phrase "with 
specificity" in regard to the written 
request from a legislature, or a 
committee cr member thereof, for a 
volunteer'a assistance. The phrase "with 
specificity.** which created some 
confusion, ia redundant since provision 
of the subparagraph otherwise requires 
that the request state "the type of 
representation or assistance required 
and the issue to be addressed." 

In subparagraph (b)(1) of { 1220.0. the 
requirement that the sponsor 
organization receive "approval from the 
State Director prior to the volunteer 
engaging in such activity** has been 
deleted. This provision generated the 
most comment of any provision in the 
proposed regulation. Such comments 
uniformly stated that the requirement of 
prior approval was cumbersome and 
would place an unnecessary burden on 
volunteers and sponsors. After review 
and consideration, tha Agency has 
decided that a notification provision 
would suffice. Accordingly. 
1 1220.0(b)(1) has been revised to read. 
'Tha sponsor organization provides 
notification to the State Dvrector on a 
quarterly basis of all activity occurring 
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pursuant to this exception." This 
exception allows volunteers to testify or 
make representations to a legislative 
body regarding an authorization or 
appropriation directly affecting the 
operation of the program The legislative 
intent behind this exception, m pan. 
was to allow volunteers, and program 
sponsors, to be able to approach and 
maintain contact with local legislative 
bodies concerning appropriations 
required for their programs It was 
determined that while it is necessary for 
ACTION' personnel to be aware o e and 
monitor activities undertaker, pursuant 
to this exception, it was not necessary 
to impose a requirement of pnor 
approval of the ACTION S:ate Director 
as a condition to such activities 

Several persons expresspd concern 
about the relationship between the 
exceptions in | 1226 9 and the last 
sentence in 5 1228 9(c) Since act!vif\ 
permitted under § 1226.9(b) may 
legitimately require ongoing contac 1 
with a legislative body, as for example 
in seeking a local appropriation for a 
program, the last sentence of $ 1226 9(c). 
which states: 

(n)othing herein shall authorize any ongoing 
or continuing contact with a legislature or its 
members, regarding proposed or pending 
legislation, has been deleted However, it is 
•tressed that the requirement In f 1226 9(c) 
that any activity by volunteers under cither 
exception (a) or fb) must b« incident*! to 
their regular work assignment 

A relatively large number of 
comments revealed substantial 
confusion concerning the application of 
the Hatch Act to part tune volunteers. 
Section 1226.11(a)(1) is revised to 
substitute the phrase 'Title L Part C of 
the Act" for "Section 122(c) of the Act." 
This revision will clarify that the Hatch 
Act does not apply to volunteers 
enrolled in the Older Am en can 
Volunteer Programs, regardless of the 
number of hours of weekly service. Also, 
the new language is added to 
subparagraph (c) of 1 1220.11 to provide 
further clarification on this point 

Several comments suggested the 
deletion of | 1226.6(d). concerning 
restrictions on efforts to influence 
legislation. The prohibition on lobbying 
arises from the Domestic Volunteer 
Service Act of 1973. as amended, with 
which the Agency must comply in the 
operation and administration of its 
volunteer programs. The provisions set 
forth in ! 1226.6(d) describe activities 
and conduct considered to be within the 
scope of the statutory prohibition. Aiter 
review and reconsideration, the Agency 
has concluded that such provisions must 
oe retained pursuant to the statute. 

Other comments pertained to the 
scop* of coverage of the regulation 

BEST COPV AVAILABLE 
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under circumstances where volunteers 
are "reasonably perceived by others" to 
be performing as volunteers, as provided 
in § 1226 7(b) and § 1226 11 (b)(2) and 
(c) Because the applicability of these 
provisions is often determined by the 
facts of a particular situation, the 
Agencv determined it would be more 
appropriate to address these concerns 
fnrough interpretat ve guidance than 
ihrough revision to the regulations. 

Accordingly. Part 1226 is added to 45 
CFR and is published in final form to 
read as follows. 

PART 1226— PROHIBITIONS ON 
ELECTORAL AND LOBBYING 
ACTIVITIES 

Subpart A— General Provisions 

Sec 

12261 Purpose 
1229 2 Scope 
1220 3 Definitions. 

Subpart B— Sponsoring Organization 

1226 4 General 

1220 5 Electoral voter registration, and 
other activities 

Subpart C— Vokmteer Activate* 

1220 6 Caceral 
122fc7 Scope 

1226 0 Prohibited activity 
1220 9 Exception* 
1220 10 Hatch Act rtatnctions. 
1 220. 1 1 Part brae volunteers 

Subpart D — Sponsor Employee Activities 

1220 12 Sponaor employee*. 
1220 13 Obligation of spotvtors 

Authority. Seca 403. 415(b). Pub. L 93-113. 
87 Stat. 408. 411-412 

Subpart A— OnerU Provisions 

§1226.1 PurpoM. 

This part implements provisions of the 
Domestic Volunteer Service Act 1973, 
87 Stat. 394. Pub. L 93-113, as amended, 
hereinafter referred to as the Act 
pertaining to the prohibited use of 
i ederal funds or the involvement of 
agency programs and volunteers in 
electoral and lobbying activities. These 
regulations are designed to define and 
clarify the naiure and scope of 
prohibited activities to ensure that 
programs under the Act and volunteer 
activities are conducted within the 
statutory bounds established by the Act 
The penalties for violation of the 
regulations are also prescribed. The 
statutory source of the prohibitions upon 
electoral and lobbying activities is 
section 403 (a) and (b) of the Act. Rule* 
applying to the Hatch Act (Title III of 
Chapter 73, Title 5. United States Code) 
to full time and certain part time 
volunteers, as required by Section 415(b) 
of the Act, are also set forth herein. 



(Sect 403. 415(b). Pub L 93-113. 87 Stat m 
411-412) 

§ 1226.2 Scope. 

This part applies, except where 
otherwise noted, to all full time and part 
time volunteers serving m a program 
authorized by the Act. including VISTA. 
Service Learning and the Older 
American Volunteer Programs It also 
applies to employees of sponsoring 
organizations, whose salaries, or other 
compensation, are paid, in whole or in 
part, with agency funds. 

(Sees 403. 415(b). Pub U.J93-113. 87 Sut 408. 
411-412) 

§ 1226.3 Definitions. 

(a) The "Act" means the Domestic 
Volunteer Service Act of 1973. as 
amended. Pub. L 93-113 (42 U.S C. 4951 
et seg ). 

(b) "Assistance" means funds, 
volunteers or volunteer training, which 
is paid for from funds appropriated foi 
the purpose of supporting activities 
under the Act, and includes locally 
provided funds required by law. 
regulation or policy as a local 
contribution to activities authorised by 
the Act. 

(c) "Full time" when usad in the 
context of volunteer service, means 
service of not less than 35 hours per 
week. 

(d) "Part time" whan used in the 
context of volunteer service, means 
service that is less than full time. 

(e) "Recipient" or "sponsor 
organization" means any organization 
that receives assistance under the Act 

(f) "Volunteer" means an individual 
enrolled for service in a program or 
project that is authorized by or which 
receives assistance under the Act 

(g) "Legislative body" includes the 
United States Congress, State and 
Territorial Legislatures end locally 
elected or appointed bodies with the 
authority to enact laws. 

(h) "Public office" includes any 
Federal. State, local elective, or party 
office. 

(i) 'Tarty office" means an elective 
position in a national, state or local 
organization or committees or 
convention of such organization, which 
has, as a principal purpose, support or 
opposition to candidates for public 
office. 

(J) "Legislation" means bills, 
resolutions, amendments, nominations 
and other matters pending or proposed 
in a legislative body and includes any 
other matter which may be the subject 
of action by the legislative body. 

(Sac*. 403. 415(b), Pub. L. 95-113. 87 Stat 408, 
411-412) 



Subpart B— Sponsoring Organization 

§ 122S.4 General. 

Under section 403 of the Act 
volunteer programs m.iy nut be 
conducted in a manner which suppjn* 
or results in the identification of su< L . 
programs with prohib.ted aclivttn^ Pi s 
section prescribes the n<iu*re and e\ii nt 
of mvokement in such activity by an 
organization which wou'd preclude the 
aSb'gnment of volunteers to th<» 
organization 

(Sees 403 415(b) Pub L 93-113 8? St..' 408 
411^112} 

§ 1223.5 Electoral, voter registration, and 
other activities 

Volun'oers or other assis'ance in any 
program under the Act shall not be 
assigned or provided *o an o-gamutiun 
if a principal purpose or actuity of the 
c ...zation includes an> of the 
following activities 

(a) Electoral Activities— Any aciiv it} 
designed to influence the outcome of 
elections to any pubh' office S ich as 

(1) Actively campaigning for or 
against or supporting candidates for 
public office: 

(zj Raising, soliciting or collecting 
funds for candidates for public office. 

(3) Preparing, distributing or providing 
funds for campaign literature for 
candidates, including leaflets pamphlets, 
and material designed for the print or 
electronic madia; 

(b) Voter Registration Activities — 
Any voter reg J stration activity, such as 

(1) Providing transporte'ion of 
individuals to voter registration sites; 

(2) Providing assistance to individual* 
in the process of registering to vote, 
including determinations of eligibility; 

(3) Disseminating official voter 
registration material. 

(c) Transportation to the Polis— 
Providing voters or prospective voters 
with transportation to the polls or 
raising, soliciting or collecting funds for 
such activity. 

(d) Any program sponsor which, 
subsequent to the receipt of any federal 
assistance under the Act. makes as one 
of its principal purposes or activities 
any of the activities desenbed in 

f 1226.5 hereof shall be subject to the 
suspension or termination of such 
assistance, as provided in 45 CFR Part 
1206. 

(Seca. 403. 415(b). Pub. L KM 13. 87 Stat 408. 
411-412) 

Subpart C— Volunteer Activities 

§1226.* General 

(a) All volunteers, full and part time, 
are subject to the prohibitions on 
expenditure of federal funds for partisan 
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and nonpartisan electoral activities, 
vote; registration activities and 
transportation of voters to the polls, and 
efforts to influence the passage or defeat 
of legislation, as contained in Section 
403 of the Act. 

(b) Full time volunteers, and certain 
part suae volunteers as specified herein, 
■re a'so subject to the restrictions in 
Subx^pter UJ. Chapter 73 of TiUe 5. 
Una* d States Code commonly referred 
to as the Hatch Act. as provided in 
Section 415(b) of the Act. 

(Sees 403 415(b). Pub L 93-113. 87 Stat 408. 
4:i-4ir 

$ 1224.7 Scope. 

The provisions in th:s subpart are 
applicable to full tune volunteers as 
defined in 1 1226 3(c). and to such part 
time volunteers a* mav be otherwise 
specified herein. Full time volunteers are 
deeded to be act.ng in their capacity as 
volunteers 

(a) When they are actually engaged in 
their volunteer assignments. VISTA 
vo'unteers and other full time volunteers 
who are requtred to serve without 
regard to regular working hours are 
presumed to be actually engaged m their 
volunteer assignments at all times, 
except during periods of authorized 
leave: or 

(b) Whenever they represent 
themselves, or may reasonably be 
perceived by others, to be performing as 
a volunteer 

(Sees 403. 415(b). Pub L 93-113. 87 Sut 408. 
411-812^ 

{1228.8 Prohibited ectfvttie*. 

(a) Electoral Activity— Volunteers 
shall not engage m any activity which 
may. directly or indirectly, affect or 
influence the outcome of any election to 
public office Volunteers are prohibited 
from engaging in r ttivities such as' 

[1) Any activity in support of. or in 
opposition to a candidate for election to 
public office in a partisan or 
nonpartisan election. 

[2) Participating in the circulation of 
petitions or the gathering of signatures 
on nominating petitions or similar 
documents for candidates for public 
office. 

[3) Raising, soliciting, or collecting 
funds fur a candidate for public office: 

[4) Preparing, distributing or providing 
funds for campaign material for 
candidates, including leaflets, 
pamphlets, brochures and material 
designed for the print or electronic 
media: 

[5) Organizing political meetings or 
forums; 

(0) Canvassing voters on behalf of a 
candidate for public office; 



(7) Raising, soliciting or collecting 
funds for groups that engage in any of 
the activities described in paragraph (a) 
(1) through (6) of this section. 

(b) Voter Registration— Volunteers 
shall not engage in any voter 
registration activity, including: 

[1) Providing transportation of 
individuals to voter registration sites. 

(2) Providing assistance to individuals 
in the process of registering to vote, 
including determinations of eligibility. 

(3) The dissemination of official voter 
registration materials, or 

[4) Raising, soliciting or collecting 
funds to support activities described in 
paragraph (b) (1) through (3) of this 
section. 

(c) Transportation to the Polls— 
Volunteers shall not engage in any 
activity to provide voters or prospective 
voters with transportation to the polls, 
nor shall they collect, raise, or solicit 
funds to support such activity, including 
secunng vehicles for such activity. 

(d) Efforts to Influence Legislation — 
Except as provided in {1276.9. 
volunteers shall not engage in any 
activity for the purpose of influencing 
the passage or defeat of legislation or 
cny measures on the ballot at a general 
or special election. For example, 
volunteers shall not. 

(1) Testify or appear before legislative 
bodies in regard to proposed or pending 
legislation: 

(2) Make telephone calls, write letters, 
or otherwise contact legislators or 
legislative staff, concerning proposed or 
pending legislation for the purpose of 
influencing the passage or defeat of such 
legislation: 

(3) Draft legislation; 

(4) Prepare legislative testimony: 

(5) Prepare letters to be mailed by 
third parties to members of legislative 
bodies concerning proposed or pending 
legislation: 

(6) Prepare or distribute any form of 
material, including pamphlets, 
newspaper columns, and material 
designed for either the print or 
electronic media, which urges recipients 
to contact their legislator or otherwise 
seek passage or defeat of legislation; 

(7) Raise, collect or solicit funds to 
support efforts to affect the passage or 
defeat of legislation; 

(8) Engage in any of the activities set 
forth in paragraph (d) (1) through (7) of 
thia section for the purpose of 
influencing executive action in 
approving or vetoing legislation. 

(9) Circulate petitions, gather 
signatures on petitions, or urge or 
organize others to do so, which seek to 
have measures placed on the ballot at a 
general or special election. 



(10) Engage In any of the activities 
enumerated in paragraph [d) (1) through 
(9) of this section in regard to the 
passage or defeat of any measure or. the 
ballot in a general or special election. 

(Sec*. 403. 415(b). Pub L 03-113, 87 Stat 408. 
411-112) 

} 1228. a Exceptions, 

(a) A volunteer may draft, review, 
testify or make representations to a 
legislative body regarding o legislative 
measure upon request of the legislative 
body, a committee, or a member thereof, 
provided that: 

(1) The request to draft, review, testify 
or make representations is in writing, 
addressed to the volunteer or the 
organization to which the volunteer is 
assigned or placed, and signed by a 
member or members of the legislative 
body 

(2) The request states the type of 
representation or assistance requested 
and the issue to be addressed. 

(3) The volunteer or the program 
sponsor provides a copy of such request 
to the State Director. 

(b) The volunteer may draft, review 
testify, or make a written representation 
to a legislative body regarding an 
authorization or appropriation measure 
directly affecting the operation of the 
project or program to which he or she is 
assigned: Provided: 

(1) The sponsor organization provides 
notification to the State Director on a 
quarterly basis of all activity occurring 
pursuant to this exception. 

(2) The legislative measure relates to 
the funding of the project or program or 
affects the existence or basic structure 
of the project or program. 

(c) Notwithstanding the foregoing 
exceptions, any activity by a volunteer 
pursuant to paragraph (b) (1) or (2) of 
this section shall be incidental to his or 
her regular work assignment. 

(Sect. 403. 415(b). Pub. L 93-113. 87 Stat 408, 
411-412) 

§1228.10 Hatch Act restrictions. 

(a) In addition to the prohibitions 
described above, full time volunteers are 
subject to the Hatch Act. Subchapter III. 
of Chapter 73. Title 5. United States 
Code. Full time volunteers shall not. 
directly or indirectly, actively 
participate in political management or in 
political campaigns. All volunteers 
retain the right to vote as they choose 
and to express their personal optnions 
on political issues or candidates. 
Examples of prohibited activities, 
include, but are not limited to, 

(1) Candidacy for or service as a 
delegate or alternate to any political 
convention or service as an officer or 
employee thereof. 
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(2) Acting as an offioer of a primary 
neeting or caucus, addressing, making 

lotions, preparing or presenting 
resolutions, representing othars, or 
otherwise taking part in iuch meeUnfs 
or caucuses. 

(3) Organising or conducting a 
political meeting or rally on any political 
matter. 

(4) Holding office as a precinct or 
ward leader or representative, or service 
on any committee of a political party. It 
is not necessary that the service of the 
volunteer itself be political in nature to 
fall within the prohibition. 

(5) Organizing a political club, being 
an officer of such a club, being a 
member of any of its committees, or 
representing the members of a political 
club in meetings or conventions. 

(6) Soliciting, collecting, receiving, 
disbursing or otherwise handling 
contributions made for political 
purposes 

(7) Selling or soliciting pledges for 
dinner tickets or other activities of 
political organizations or candidates, or 
for their benefit. 

(8) Distributing campaign literature, 
badges, buttons, bumpers'tickers or 
posters. 

(9) Publishing or being editorially 
connected with a newspaper or other 
Publication generally known as partisan 
:om a political standpoint. 

(10) Writing for publication or 
publishing any letter or article, signed or 
unsigned, soliciting votes in favor of or 
in opposition to any political party, 
candidate or faction. 

(11) Soliciting votes, helping get out 
the vote, acting as a checker, watcher or 
challenger for any party or faction, 
transporting voters to or from the polls, 
or transporting candidates on 
canvassing or speaking tours. 

(12) Participation in or organizing a 
political parade. 

(13) Initiating nominating petitions or 
acting as a canvasser or witness on such 
petitions. 

(14) Being a candidate for nomination 
or election to a National. State, or local 
office. 

(b) Hatch Act restrictions apply to full 
time volunteers at all times during their 
service, including off-duty hours, leave, 
holidays and vacations. 

(Sees. 403. 415(b). Pub. L 93-113, 57 Stat 406. 
411-412) 

f122f.11 Part dm* voluntas**. 

(a) The provisions in this section are 
applicable to part time volunteers, as 
defined in 1 1220.3(d). TVre ere two 
stegories of part time volunteers: 
(1) Those enrolled for periods of 
service of at least twenty (20) hours per 
week for not less than twenty-six (26) 



consecutive weeks, as authorized under 
Title I, PartC of the Act, and 

(2) All other part time volunteers, 
including Senior Companions, Foster 
Grandparents and Retired Senior 
Volunteers. 

(b) All part time volunteers are 
subject to the restrictions described in 
f 1226.8 (a), (b). (c) and (d) and the 
exceptions in 1 1226.9: 

(1) When they are engaged in their 
volunteer assignments, in training 
activities, or other related activities 
supported by ACTION funds, or 

(2) Whenever they represent 
themselves as ACTION volunteers, or 
may reasonably be perceived by others 
to be performing as volunteers. 

(c) The restrictions described in 

5 1226.10. pertaining to the Hatch Act, 
are applicable to volunteers enrolled for 
periods of service of at least 20 hours 
per week for not less than 26 
consecutive weeks, as authorized under 
Title I, PartC of the Act; 

(1) at all times in any day on which 
they serve as volunteers, or when 
engaged in activities related to their 
volunteer assignments, such as training; 
or 

(2) whenever they represent 
themselves as volunteers or may 
reasonably be perceived by others to be 
performing as volunteers. 

(Sees 403. 415(b). Pub. L 93-113.67 Slat 408, 
411-412J 

Subpart D— Sponsor Employee 
Activttfea 

f 122*. 13 tpooaof employees. 

Sponsor employees whose salaries or 
other compensation are paid, in whole 
or in part with agency funds are subject 
to the restrictions described in 1 1226.8 
(a), (b), (c) and (d) and the exceptions in 
§1226.9: 

(a) Whenever they are engaged in an 
activity which is supported by ACTION 
funds; or 

(b) Whenever they identify 
themselves as acting in their capacity as 
an official of a project which receives 
ACTION funds, or could reasonably be 
perceived by others as acting in such 
capacity. 

(Sees. 403. 415(b), Pub. L 93-113. 67 Stat 406. 
411-412) 

11226.13 Otongatfone of sponsor*. 

(a) It shall be the obligation of 
program sponsors to ensure that they: 

(1) Fully understand the restrictions 
on volunteer activity set forth herein; 

(2) Provide training to volunteers on 
the restrictions and ensure that all other 
training materials used in training 
volunteers are fully consistent with 



(3) Monitor on a continuing basis 
activity of volunteers for compliance 
with this provision: 

(4) Report all violations, or 
questionable situations, immediately to 
the State Director. 

(b) Failure of a sponsor to meet ths 
requirements set forth in paragraph (i) 
of this section, or a violation of the rulst 
contained herein by either the sponsor, 
the sponsor's employees subject to 

§ 1226 12 or the volunteers assigned to 
the sponsor, at any time during the 
course of the grant may be deemed to be 
a material failure to comply with the 
terms and conditions of the grant as that 
term is used in 43 CFR 1206.1 regarding 
suspension and termination of 
assistance or a violation of the Protect 
Memorandum of Agreement, as 
applicable The sponsor shall be subject 
to the procedures and penalties 
contained in 45 CFR 1205.1. 

(c) Violation by a volunteer of any of 
the rules and regulations set forth herein 
may be cause for suspension or 
termination as set forth in 45 CFR 
1213.5-5(2) or other disciplinary action. 

(Sees. 403. 415(b), Pub. L 03-113, 57 Stal 408. 
411-412) 

Signed at Washington, D.C., this 19th da> 
of 1961. 

Sam Brown. 
Director of ACTION 
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Biuo Cross 
Blue Shield. 



Group Hosprta*Mbon,lnc. 
Medical Servico of QC 

555 i?** S"ee» Sw 
Wa***gtr>« OC 2007* 
202/479 8000 



CONVERSION APPLICATION 



PLEASE PRINT ALL INFORMATION 



Date. 



Applicant's Last Name 



First Name 



Initial 



Occupation 



Home Mailing Address 



SEX 


MARITAL STATUS 


DATE OF BIRTH 


" Male 
Female 


Single Divorced 
'/ Married 

. Widow(er) Separated 


Month 


Day 


Year 









I hereby apply for (please check one) 



. Preferred Hospital Service Contract and Extended Surgical-Medical Contract 

Standard Hospital Service Contract and Surg»cai Med*rai Contract 
. Blue Cross 65 and Blue Shield 65 



I agree that the benefits defined in the Contracts will accrue to me only after the Effective Date appearing on the Identification Card to be 
issued in my name and evidencing approval of this application. I understand that credit ior the time my ACTION coverage has been in 
effect will be given toward the waiting period of the Contracts applied for hereon. 

I agree to pay in advance the subscription charges directly to Group Hospitalization, Inc on a monthly or quaiterly basis 

I have read this application and certify that the information given above is correct and is given as an inducement for the issuance of the 

Contracts hereby applied for. 



Mv action identification Number is 



(Dale ol Termination as a Volunteer or Trainee) (Applicant s Signature) 

Insofar as Medical Service of the District of Columbia is concerned, Gioup Hospitalization, Inc. acts only as its agent. 

lF4-$te045 5/81 



c 



ERJC 144 



